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squal was written to share the expemence of The Gomgtmty N

enter as that of many shelters we have known. You%will-~
half of ‘the total shebter expemence written on these

The shelter amlliﬁy, and most espe_c%lally the Commnity Crisis
entg to me a "noble experiment" -- an experiment

energy, their cdpmitment, their values. The staff and residents
form a community, gtrive to minimize the, institutional and

one relationship, ingoprorating all the respons'z(bzlzmes of such
a relationship. Thg shelter?aczlzty endeavbrs S meet ALL the ..
needs of the clzen

ke character for CRISIS is a combination of the characters
pagepting DANGER and OPPORTUNITY. The shelter experienck places
D, as helping-people, and those in need of help, at that crisis

It ig your role to remember that DANGER is only part of -CRISIS -
\ and to help uncover and pursue the OAPORTUNITY

You will need to know that there are no concrete lines sepa.ratmg

' the helpers from the "helpees". Your philosophy of promoting self-
esteem, allowing for individual differences, fostering mdwwdual
growth and supporting individual yesponszbzlzty must be extended
to your staff and volunteers as well- as clients and regidents.

I have, worked in just such a place for five years. In the course

‘" of my assogiation with the Community Crisies Center, I have often
learned more than I cared to know and seen more pain than I cared
to know existed. _But, I have grown as an individual and enjoyed
the support of many caring people. This manuab.is a result of .
that growth, that support -—the result of a team effort. I think
it tmportant and appropriate to recognize, with appreciation, the
members of that team. oo P—— )

— ] . '
Mary C. Berg: E’xecutwe DwectOp of the. Commun ty Crisis
Center -- for making sense out of business managgment,
setting me up for success, and bemg a friend.

* [

Yy
poiszt together, and challenges you to provide the necessary seérvice.
~ At that point you and the people you serve are most vulnerable.
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Trinka Waters: Volunteer Coordindtor of the Community
Crigig Cenfer - for her honesty and perceptiom as well |,
" as her contribution, "Volunteers in the Shelters Setting."

A

* | . . . " -~
The Case Managers of the Commynity Crisis Center: Cheryl

- Clinton, Mary Hope Dubay, M2lodie: Jankowski, Maureen Manning,

and Maureen Smith’ for the chapter, "Counseling from Intake.
to Follow-Up", and to Heather Clark for "minding the store."
-, To all of theni, for their commitment, amazing energy, good
", sense, and good humor. ' . .
June Mdore: Secretary -- for keeping all of us, especially
me,’ organvzed; for typing; and for always being there when
we need her. . . ) .

~

. VOLYNTEERS -
Joan. Delano: - for.editingzditingt, editing; for "letting
me down éasy,™ ‘and for caring go much about the end result.

Terry Edyards:= for continuing to care, for seeing the best
in people and situtaions, and for the sensational graphics.

l -
Bette Sears: foerher technical expertise, her editing, jand
her concernm. g . .- Lot
» S -t .

Sheryl Wolff: for knowing all I didn't know, for recognizing
the hard work ahead agreeing to help anyway, for her -
patience and encouragement, and for meking our idea a reality
with her editing, organizing, typing, gnd cmeative ability.

< R

3

It i8 also fitting to recog’hi"ze the Mhome team" -- my husband, . -

Stephen, my ' children, Corinne and Mark --.thank you for
understanding, for expecting great things, -for being the
people you are, and for accepting the person I am . . : .

- . R . 5.
3

A special thank you toHOUGHTON MIFFLIN COMPANY, Batavia,
Illinois, and Sharon Grijalva, Pérsonn Manager.
4 L.
Gnretchen 8. Vapnar

October, 1979
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To Debbie: A survivor, a delight, may ehe* know
apother time in her life without
diolence. - \ '

4

Debbie, age 4, was severely abused gince wnfancy,
Her mother was. also severely and frequently abused
by her husband, Debbie's father. The family stayed
with us at The Community Crisis Cenger for three
wéeks. During that time, we learned much from
Debbie. In hep infinite wisdom she characterized
the Center as being "a real fine place, but there .
“are, just too many mothers around here." We hope
Debbie is right. Mothers are people who eare.

.y
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Damestic violence is a serious social problem. |t may be defined
as "the physica] abuse of a child or an adult by another with
they are acquaiffted or re'lated, and‘wi(b whom they may or may.fot
reside.' = ° < ) .
: ' . ‘.. €

' . -~ v
Domestic violence includes spouse abuse, child abuse, abuse of the
elderly, sibling abuse, incest, and Tften rape.
Domestzc v$oZenee is, in most, instancés, a learned response; a-: N
famuly tradition passed down “from QEneratlon to generation. - .

Victims of domestie violence "both the battered"%nd the batterer,
are vulnerable and lacking in self-esteem.
‘We are all aware of the violence in our world; for too many that
« ~violence and the fear of that violence are a daily redﬂity.
° . A L Q
Domestic violence is not related to,discipline; discipline is
‘consistent and takes place in an atmosphere of love.
-Domestic violence is,a relationship problem, a, family problem.
Women are most frequently .wvictimized because of traditional roles ¢
and.societ3) sanctions. '
. We are working-toward a time when escape from violence will -be
.a daily posstblllty and a different way of life available to all.

The: shelter is an important step toward that avanlablllty

Shelters are not an answer, only-an aid. Shelters cannot 'solve,

only salve by providing the time and space.to begin the process .
* of rebulldlng a life and/of a relafﬂgnsbid e

v P

/ . . . ; .'
. ThlS manual will address The Shelter Experience . . . ours, 2

M yours, ‘and the dreams we share for the future, 1t is-meant as

a guide for those groups in many communities who are working
_p against domestic vnolence by working’ to establlsh a shelter

facnllty ‘ ) . )
. - k . o . ‘
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" fortable. l1iving situation.,

[~

'fcoMMUNITY «

CRIBIS = ' . .- . .

\ : '
-
. N <
E ) ' -
. . ) ‘ .
- - . -

@etting to this point ’ _ .

In 1974, 5 small group-of middle class women, nenghbors and . )
friends set out to find alternatives for a woman in their group---

. @ mother "of three whose husband had suddenly detniﬁafﬁﬁf?ﬂrﬂiﬂﬂﬂﬂr'

cared to be married. He had cleared wut the family accounts, ’
liquidated many of-their joint assets, and moved to California.’

; .
Good friends and long-time taxpayers, these women felt that their’
friend should be able to take advantage of services provided by
their city, township, or state government. To their shock and .
dismay, these services consisted of three basic dptnons a ddwn-
town hotel for temporary shelter provided by the townshjp and
frequented by released mental patients and alcoholics; placement
of the children in temporaty foster care while mdm ""got her head

- together'', or temporary psychiatric hospitalization for mom
coupled with foster care for the kids. Obviously the community'

was nmplylng«that there was somethlng wrong With mother! All
this because she found herself in a difficult, even frantic, eco-
nomic and emotional’ situation.

"Not acceptable” was the consensus-of -the small, but determined —
group.” They knew what the family needed and were angry that” such,. nr

‘help did not exist. "The system did not provide for a safe, com--

So the group went to work gathering information, speawing to . -
local officials, and negotiatipg with local agenties. A'shelter -
facilit§ with a 24-hoer information and referral and a 24- hour
intake capability became their goal . \,

R .
By spring of 1975, they had become incorporated as the Communlty
Crisis.Center, ‘Incs, tall:ed more than 22,000 hours of voluntee¥ -
tlme, and most importantly, convinceq£E]g'n Township' to fund
the’ shelter project with $40,900 of Revenue Sharing monles ’
The execiitive dtrector mas hjred in May w;th program development . °
becoming her prnmary task. he group, npow the boardasof dlrectons,

. cont Inued their irjvolvement.by concéntrating on finding an appro- © -

priate facility. * — A

After a seties of setbgzks in the form of‘neibhborhood‘objectibnsd .
property costs, availability, zoning, and just plainpolitics; a .

A\] . - Y -
LR
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@atting to this point - . . : A A
contract’ purchase of 'the Victoria

.ﬁ mansion at 600 Margaret Place
was arranged. S . v .

. In September, the director; two CETA emplegees (a Volunteer coor- ‘m.

dinator and a certified socgal worker), and two resident counselors
opened a '"full service' crisis center -- a 24~hour crisis"nter- ‘

. Vention and shelter facility. .» . .

In the beginning, none of that original ‘group or the original
« « staff knew or even suspected the existence of the problem of do-
.+ Mmestic violence. They were simply meeting the shelter needs of
* . the women and children in' their community.

s

: . -~ : A
. However, after one week of seYvice, they met_the:first 'battered -

woman''. Looking ‘back the Crisis Center owes much to that firse, - ~

- woman. She quickly and effectively pointéd out all that they
didn't know. What began with staff's anger at the system for
their treatment of this woman, ended in an agency's diljgent search V.
for appropriate answers. Ultimately, those answers were translated
into a service program for victims of domestic violence. ' )
The Communit); Crisis Center still meets tHe shelter needs 'o('the 3
women and children in thl r community by addressing a wide varhety
«of problems. However, 60 percent of the total families sheltered
are victims of domestic vielence. .. . Sl
The Commuaity Crisis Center has leair‘ned and grown-in four -én.d‘ ene-
half years with the :help of many agencies, _orﬁanizations: and _" ;
,shelters throughout the courdtry. Whatever expertise the Lenter -
staff has acquired is the culmihation of  that sharing.  This manual

.ywo baths, & Kitchen, livipg room, ‘family ropm (now-office) and
dining room (now multi-purpose}. Attic Space  over the attached .
- garage and tHe house provided the possibility for future expan-".-
'sion. Basement area fs syitable for laundry facilities and
storage. ., : T Nt : X ",
3 s e *
. ...,' ... - v . s . .o
- I ZONING: . original zoning was single family/residential but the .
. property was sui:‘rounde,d by multi-family.and sgec.ial use zoning. "

) ' -

is their chance to'share. ) ] — N
- / > e . " . . . : ‘ ' }“'. .7 T .
.. .ot (4 R ‘ Ld ¢ 0\ ’ ~ )
Beginnings ST T o —
. . . . :4:, ! '..\ . A\ 4_‘: e . . ’ . .
e s ;- L - . . .
~ W THE FACILITY: a 104 year old Vidtorian house known in Elgin S
as the:Lovell Mansion and having some historicaf. significance. T
Ct located in 3, middle-class, b evc_:o\llar resi‘d'entiql neighborhood, .
* 7 the shelter:js convénfent te. tHe doynt6hn .business and service -
‘drea™and to Fblic transportatiqn. AR PN
. T, .“ ' c ! . =~ -, ’ . ¢ ’
> Rooms include thre¢ large dormitory si_ze. and onegsmall bedroom, . o
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. tp serye the communlty

At

'loriginal - _ I

5the doors and keep them open

-

4 ) 2}

.'Zonlng was eventually changed to a special uyse granted exclusuvely

for its use.as a crisis center. |f the use changes, in the event
the -house is sold, .the zoning automatﬂca]ly reverts back to the

\
\

) .

\

. - THE |UDGET.: in.April of 1975, Elgin Township granted a;Sproxn-

mately $35,000 to The Cqmmunlty/CriS|s Center, lnc The doors .

were opened in July, 1975‘ Y .
For the flscal year endlng March }5, 1976, 8 months of services,
di'sbursements were as_follows: . -~ . -~
- . Peernn‘e] .o oo" oooooo see o. ooooooooooo $]3,3’2l' .
Space®..qeeeeens SN veeseasesss 11,668 - .
Consumable supplies. . veveiernrnans 3,254
Miscellaneous costs ......... eee e 6,475 .
, .Tota,l © $34,7217 T

< #*Including down’Qayhent '_,__‘

The.CETA contract provnﬁed 2 staff positiohs R

e at $10 000 total. e E ' +
| '))," _-&"‘} fe L -~
. i Servnces for 8 months included:- - o
) ‘ ‘ » ! >~ » 1.
) + 420 cases . .
11)7.pe'rsons sheltered ) .
675 nights of shelter . . N
- e - - -7

.g Ill ‘THE PEOPLE'\ {n 4 time when some are questiontng the validlty

of volunteerism and of grassrdots efforts, it is important to
po{q; out thefcritlcal part both such -movements p}gyed in ‘the
establnshment and ohgonng operatlon of fhe Community Crisis Center.
WOmen used thelr own tlme and talents to provide service and more
|mp6rtantly to -force the system to provide necessary: servnces*
This group did whatever needed to be done - . ._learning and B

.applying the basics of community. organization and political savvy.

Though they once swore .to accomplish their goal "without a bake
sale", in the long run they did whatever needed to be ‘done %9 open

7z
s

Somehow, 4t seems appropriate to write their names in a central
place as a trlbute to their determination and commitment. The
true tribute is’'the fact that the shelter facn\nty(stlll .exists
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TOWARD .
- A SHELTER FACILITY

T —

°

A s,
[} bl

Beginning steps
Tﬁbugh our goal is a manual concerning the operation of a shelter
facility, it is lmportant to considec.the beginnifng steps toward
that shelter -- therfoundatuog; if yod will. When the Community
Crisis Center was organized nearly five. years ago, it literally
grewwthrough a process of tnial and error.” However, groups now
interested in developing a ;Felter have the advantage of the s

exper¢ence of, the many groups ‘who hdve gone before. It is a ‘

. waste of time and effort for each new group to try to duplicate L Ja

the efforts of their predecessors. -Rather, through an-organized e

process of sharing, energy can be better used to tailor the -

available information to the individual community. -

A Y
v

In the interest of that sharing we offer the following brief :
sugqgstlons fog_tHfe beginning steps of orgaﬁlzat1on For more
detailed inform tion, you will find How to Develop a Wife Abuse
Task Force, by i thleen Fojtik, most use?rﬁ (See Blbl:ography)

m———

These sugge tlons are based on experience -- that of the Communi ty
Crisis.Centér and of the many shelters we have worked with through,
. ,some tough/b ginnings. They are based on reality ~-- not what :

- should or sgould be, but what i$. " When establi'shing a shelter we T
. rarely have ™me to,chggge the system- only time to learn .it. o
lways to provide the bést possible service in . -
;the shortest amoumX of preparation time. The preparation time,
hOwever, cannot always be hg\? brief and adequate,f+n that ‘case,

adequate becomes the goal

' " -
. ., .

[N » . .
3 _?

Step One : o . o S

Bring together a group, of lnterested and’ concerned people. Share -
g with them. your coa‘lfn and your belief that there is a need for o
a shelter facility in your community. ‘Plan to JMmeet on a regular _
basis, thereby asking for,a-~commitment from group members. Begin

to obtaip, read, and discuss current literature on the subjéct of °
domestic violence. Contact existing shelters asking for sample .

brochures,ﬁnportant publications, and moral support. Of course,
contact your Regional Technical Assistance Center for both domes-

'th vnolenze and child abuse, ACTION, LEAA, and. HEW in Washington, ‘/
Loca Iy, you should contact Now AAUW (American Association

%ﬂ,of Unlversuty Women)’, YWCA, your local chapter of the-National

Federatlon of Women's Clubs, and all church/serv»ce organizations -

- -~ - A
é
‘35 b R« -
. . - Co . - N
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Boeginning. sﬂ;a;]ps o . ;

Always reqaést pertinent information, as many of these groups

have national mandates tencerning programs against domesti¢ vio-

lence. More importantly, request their support followed by your
promise to ‘keep them advised of your progress and needs. ,
Appoint someone to be.in charge of correspondence, . '
someqne to run the -meetings, and someone
responsible for overall coordination. Beware
if these are one in the same person . . . you
are not ‘reaching . . . the secret of success
is to ipvolve people at various levels and
not to rely on one person for\ev%rything.

thb Two

The group will be able to agree on the need for
a. shelter. In order to proceed, however, it\is
necessary to gather substantiating data to conyince others. .

Existing ‘community services should be assessed \in order to determine
ways in ‘which a shelter could and would fill sefvice gaps. .

Survey by letter, phone, and where possible, by personal iriter-
view, the social service, legal and law enforcement agencies in ’ Y
your area. A’good planm is a tombination of all three . .. an’_ o \
. initial phone call followed by a letter and/or an interview,
bging careful not to become a nuisance. Your first gpal is to ‘
gather statistics concerning domestic violence, cases/ but secondly,
to have the agency predict-which of those cases coulfi/would have .
been better served by the availability of a shelter.,/ |If an agency
does not keep suth statistics and is reluctant to méke those pre-
" dictions, ask if they will do so for a limited timé -- a month
or six weeks. Offer to .collect and tabulate theif statistics and 0.

o share with them all .the information, you collect. . o e e ’4“g:

It will help if someone in your graup is acquainted with a person

Z.in the partjcular group you are approaching.. |f, however, that
ﬁis not the case, always talk with the *highest up' available to Lt

Coe

"You. The decisions, in most case$, will ultimatély be the boss's 4\\

sO it is important to communicate. your concerns ‘and. requests
~directly. Moreover, it is much easier Tor the boss to make a :

decision that will not lead to any additional work at his/her ’

level, but.,may for the workers. It often happens that the infor- : J

mation you are asking them to collect and have promised. to share,

is something that they are interested in. At ieast it is well to

approach them with that expectation., ’ )

Needless to say, it is vital to ALWAYS FOLLOW THROUGH. These are

the agencies with whom your shelter will be in constant contact.

You will be depending -upon them for encouragement, information,

and follow-through. It is crucial: to dévelop a relationship based

on mutual respect as quickly as possible: - L : R

. . . -l‘x . . . o .. '»..). . " q ) .

. , {. 6 ¢ -
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‘ Enlarge. yGur,group to |nclude communi ty servuce provuders and
L - representatlwes of the 'powers that be'.® With more people, par-.
o " ticdlarly thosé who may know fjirst hanQof the neeg, the service -
assessment will*be much easier. It is important to look beyond '
<ot s your' orLgunal ‘group for additional members always strivihg toward
*‘a wide and diverse base of support. Group members do not need to
. agree with the total-philosophy or commitment of the original
group, oniy with- the néed for a shelter> One of the ear]iest
supporters of the’ Community Grisis Center-was a Catholic nun who,
though she had dnffnculty wirth the philosophy of separation,
divorce, and the poss:ble break-up . of a family, could and did
attest to thé need for a.shelter. Her public testimony to that
need was |nstrumental |n the establbshment of the facility.

-

~ . \/-—'F

It has become increasingly’ |mportant from the point of view of

- + many funding sources,’.to include men as well as.women on your
board of directors. Including them earky on will lead to a wider
_base of community support and perhaps ap easier road to fundlng )

?

BEFORE GOING ANY FUR]HER STOP AND TAKE THE PLEDGE:
"WE WILL NOT DUPLlCATE EXISTING, ADEQUATE COMMUNITY
SERVICES " CL - N
: . «
This is an invaluable position in the community. After all we
are all taxpayers and %;eggg/f relish paying twice for.the same

service. It will make job much easier if you can stand up
before the communlty and ‘'take the pledge!'. -

, When tabulating the resulzs of your needs assessment, look at
- n .each service, carefully, consudering cost, locatign, ahd suita-
A ) blllty For’ instante, if counse]nng is available!onty through .
' a local mental health clinic in the next toWn, perhaps you should !
provnde counselnng to victims of domestic violence within your .
," H shelter. Always consider contracting for existing services
Lo béfore\lnltlatlng them in your own program. . N

Step Your - - S
Begin to formalize and share your education %nd information. " Those
. of your group who are~the best informedAshgsgd begin to contact
- those clubs and organjzations, both soci@l_®hd service, that are )
looking for new«programs to present to their membership. Late -
“ summer, early fall, s a good time to contact those grodps who
have just elected program chairpersons as they are often in need
* of new programs. Be helpful . . . offer to brtng movies, share
maternals,’lead group discussions. |If a fee is offered, of course
hcgepq however, it is important to provide other levels on which _
a group can support your efforts. Perhaps they have volunteers
. . ) 7 o .
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Beginning steps_ - I < A
’ ) . f:;, + PR *
WWilling to help your survey, access to a cf%y machine, or a ;. . T
. graphic designer in their group. ANY AND;;LL ‘SUPPORT ACCEPTEDi" o T
., A realistic goal is to speak to all such groups Mgthin the }$<51 : e .
" year. Do not overlook the couples’ clubsif’™ - e
or men's groups; they have eneﬁby and ' .
money too. The tendency Is to go only to 0
« ~ women's groups in the belief that they C
g will find it easier to identify with your ., .
. ) cause. This diminishes the credibility \\
of your cause == it is a cause to which. ke .\
everyone can relate. We must belleve iy '
that and communicate that or we are v B g
overlooking a large portion of our po-
. tential support. :
- ¢ ‘ L) ) -
¥ Lo . . N J
Miscellany to keep in mind during ‘this period of organization: .
élllllllllllllllllllllmllll"lllllllllllllllllllmll]lllllllllllllllllllllllllllllllllllllllll\lllllllllllllllllnlllllllllllllllllwllllm .
Help\members make realistic connitments to the project.
Nothing contributes more to a speedy burn-out than an
£ unrealistic commitment. ‘
E ‘ ’ i
H ) . - T
3 g If there seems to be a conflict between your project .
b £ and another agency or program in_your area, assume that ‘
g it is based on a lack of communication and correct any
g miggnderstandings at .once. .Nothing’is more harmful than PN
: E unresolved conflict that becomes ‘apparent to the public.
° £ Helping-people who are not helping one: another makes
it . *« §-for goad press but poor public reldtions. .+ _°* .
)‘ ’ - . " . ‘B (:. - ‘w -y ..:j "‘\. - " . L - P FJ)‘:
: . § ‘Become aware of the political moad %n your communitys > M NS
A, .~} Which politicians seem sympathet c? .Who seems annoyed?
wWooN, *§ Learn the players-and thé¥script.” - . g
‘ h ‘ ‘ . / §‘ * > - i N ™ ‘i"i ~ v ‘r\.'ﬂ_ . " "
\ R \ .§ Notice the socig-economic structure, of your town. Are- - .
. . § there neighborhoods that would welcome a shelter? g o
A g _ . T oo a @ .
y . —_ ) 'iﬂllllllllllllIIIIIIIIIIIIIIIIM!Illllllllllllll!llllllllllll'lll]lllllll!lllllllllml'llllllll"l"lill!llllllllllllllllllllllllll”lllllllllll"“i' ‘ ;
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Mors mgm}i&gmg steps . . . obvious but often @v@mn@@m@&

ecome incorporated, even as a task
force, as soon as possible. Incorpo-
ration is accomplished through your
state government and usually costs
approximately $25.00. You will need
minimally, officers and a statement

of ‘purpose, a constitution, and by-laws.

. Become tax-exempt. This exemption.
status iségccomplished through the

. Federal gdvernment -- IRS, You will
» need a board of diractors, officers, a statement
. of purpose, a consti‘tution, by-laws, a fiscal
agent and/or an umbrella agency. Regular, established
funding sources will not begin to consider any proposal unless
you have accomplished both incorporation and tax exempt status.
You will need to become'a registered non-profit, tax-exempt

agenc(. !
]
-

G

Choose a name that is not too limited. 'Domestlic violence
allows for a wider base of support than 'wife abuse''. ''Center"
connoted more services than ''shelter'. This does not exclude
the possibility of the more limited terms, only indicates

that a name should be chosen very ca?efylly and with an eye

to the future.

A

Keep an account of all volunteer hours from the vgry first &
mgetingléf your group or task force through all your yearg of
operatidn. This will prove important’ to your®funding su% ess
in the béginning and in the future. These volunteer stat?%ti S
demonstirate community support for your project and can be
translated into ''money language'' by using current labor costs.
One personishotld be”if®harge of keeping this log and for

. ascribing tonsistént values® to the particular jobs. For
instance, the lawyer who draws yp the purchase contract and
donates services would be recorded at .$25.00- to $50.00 per
hour. The person who does your shopping and meal planning
would be recorded at $3.00 to $4.00 per hour. This is not

to say that onk job is of greater value to your, cause than
.another. It.is merely a way to -communicatg the amount of
support in your community to-the people with the money.

ES

Thé/volunteer/hour’form on the following page~cén be used in
the task force stage-as well as later on after the-shelter

opens. Cota e U

‘A similar'shéet should be developed for all- donations of

L4 -
L LY » o
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. goods and money wtth an additlonal column to note the recog- . ¢

‘. ’ nition of. the gift: thank " you note, tax-exempt receipt, etc.
. \

e N

SAMPLE "VOLUNTEER FORM

a

e IN/ TOTAL SECTY 7
T 1 DATE, | NAME" . ACTIVITY OUT HOURS VALUE SIGNATURE
\ . . ',a . o v 9 P ] s k
1/7/75 . S.Ford Shopping | :z 4 > $3/h-512 L. Jones
o] ' s 9 am -
. , ~-11/8/79 J. Doe Contract 10 pm 1 $25/1-$25 L. Jones
. . ¢
S, : ) SAMPLE DONATION FORM E—
: > ‘ s ’
- NAME/ DISPO-  THANK  TAX
DATE  appress  DONATION - VALUE  ¢\riov  'you  ForM
S.Smith R at X
1/3/79 40 Jay' Clothing $25.00 Center Yee Yes
° v £ ¢
N Check with your local IRS office abput the value of donated
Y « . items?% To be safe it is usually advised that you approxi-
% "3 ; mate e value below rep]acement value. N

. . S
’\ Last, but not least, when mémbers of your group are deciding

' 3; f whether or not to become board members, make sure they are
L aware’ that being a board member makes |t|ﬁmossxble for them
.+ - -- to be hired as a staff person. Of course, an. acceptable

“ length of time between board membershlp and. employment can
be provided within your by-laws. Six months to one year
would be a suggested :intertude; one that allows for little
suspicion of conflict of interest., Avoid any possibility
of a board member setting polncnes that\would directly

_affect her employment. . . ?p,
: . . |
t
; ! .
) ’ ’ T
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b location, you witll still need some private space fotgtelepbone‘

- EVEES
7
&
@rase roots to ground breaking . - - ‘ T
Two things combine® to |nfluence site selectlon facility and *
.location. : . . . .. wN

“~

. -

A e
o FACILITY S

Shelters come in all styles and sizes -~ some plain, some .
luxurious. Both environments can and do house excellent programs.

We’ should not assume that lain environment wi}l not house an
effectlve program. There i mething to be sai

. v

for the “tom-
‘raderie that develops when one)s environment is less than.eomfor-
tablé. Perhaps, there is something about adversnty that buééds T
a feeling of kinship. Conversely, shelters with more comfortable.

" and even luxurious surroundlngs¢w111 not be problem-freez they .
often have a difficult tlme gEttlng people to’ leave’_

- -

v

Some things to look for rn ‘a bU|ldlng ’ y . .

- At least 3 .to y good srzea/bedrooms - at *

W, leéast 1 or 2 which are largg: enough for:”iﬁ‘

- twin, beds, a crib and perhaps an addi-. 3
tional cot for housing .an entire famlly
HLight and cheery” is a'welcome bonus. )

" By Yy . . ~

e ~

mm At least 2 tfai:ﬁ'rooms - ohe convenient to |
sleéping areas/ one near office and common, - -
Bathtubs and sthers |f possnble. . e

e ¥ . '
. .
'."'x K

rooms.

41_«

- Large common rooms (kntchen, living room, and dlnlhg roo‘! -
able to accommodate flfteen for. dlnner‘and/or meetlngs
P - . . .
’ ) .. T . . - . % ‘ [
- Offlce space wl for regular off:ce\procedures. telephone, )
typing, bookkeeplng,,etc.. (perkdps a fami'ly room or~den) ;. \
Even if tHe majority of office work. will” be done in a separate' B

" and basnc record-keeplng/Staff space.- ‘. L -

?

3

3

“
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‘B Private space --.a plaCe where an individual mother or “ T

- 'teenag r can get away from the' chaos for a few mgnutes -3
a’.roon¥where one-on:pné counsellng or. small gioups can be
accommodated. This“to be combined with agalntermedlate ’ -
play- area for:children not needlngfsuperV|S|on who en¢py ’ -
board-games, .cards, etc. _Private space lar&e enough, ’jf {

- p0551ble, to utilize for relaxaflon and othe?, exercises. ; N -

P ® T

e, oy ® AR ‘ &

’ Y . s, o o, 4
. mm Play.areds -~ ideally ‘both indoors and oltdoors --. 10&33*\'
R space, perhaps in"basement or garage, for large rnding R
i toys, bookshelves, even running games and*exercn%e,-- out-""
- door area*properly fenced with easy access to: ‘House and \ b
{ P W|th|n full view. T, R ‘ »
: / . . - SRS TU RO et
(’/" * - ‘ s ’ T ‘9 .‘a w e * . ,
s Kitchen area -- well-equlpped with l'arge refrlgerator freezer‘
.and heavy duty dishwasher -- generous counter an cablneﬁv '
space is helpful -- eatimg area for. smal] break ast‘and lundh ’
C N\ groups as well as lnFormaJ counsellng ahd°vu9|tgng s roL
"' ) 'aQ‘cy-:.i q. i 9._‘
* wm Creature comforts -- good heating, plumbing, and_electrlcaly° TR R

—-A.\\\~ - . systems -- a good roof anq adequate sewage/drainaga systems. A
) LAN A = v
N \ ) 3 ! ) peo - . / I

- . )
- A ,'.

£

i - Safety prov1s;ons -- rely upon your f|re ahd bulefng |nspectors
.. for good ladvice and direction. Better' to dealfwlfh them jn _ ]

s > the ‘beginking than to be forced to re-do latefg&,Wﬁen talking " -
with them) be sure to request all--requirements and’dlrectlves
_ . in writing w1th a signature and date -- a’'fire wall ajong the®
A outsid® of the kltchen enclosed stairways, fite doors, two - -
’ exlts, are a few of the most confnon Eequurements.,.‘u '

The lnstallatlon of a secur¥ty system is optlonal It s as : N

' much, if not more,”a phllosophlcal issue thandg practlcal oné. ’ R

' e " We wlll disclss it along with other phllosophacal “issues. . ' .
) - N -

-
> . . “ e

% . X .
..~ Possibilities . . . try not to overlook any df th

' , AR

[
v :
‘> & . “
]
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e
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Consider. not only the usual 3 or b bedroom %esldence,'%ut also the ) ,
.. unused public building or business such as motels, schools, con- T, Lo
.vents, hospitals, etc. Some of these would obvitusly- requnre ; ‘o S
mere-creativity and hard work ﬁhan others, but none would be {mpos-
- sible.. For the-sake of both economy and. aesthetics, consider new e
- uses for old buildings Particularly if Pocated within a rehab-
.7 tdarget area, ‘an older home may-be eligible for pr ese; vatlon or © &
+ " restoration monies. “Saving a city -landmark, évemglsing it as a
. - shelter, can be an |mpornant contrlbutlon to .the communlty

‘.

-~ - . - ' - ,"» e T
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. agenc ies , etc.

~

- Grass m@@ts ‘t@aggggmdl breaking - N\

-y ' . .
When considering a very large facility, cohsider sharing arrange-
ments with other agencies who may need office and/or .storage space.
Logical sharings could be arranged with clinics, community action

~

» -LOCATION
Some things fo remember when considering a location. .-

- C.

B Access}ibility to public transportation and se'rwces Client - e

needs being the priority) the 'most appropriate facility is Lo .
the one located convenlently to client services or -

at least, close to publlc transportation. ' Lo

#W Parking -- wherever you locate, whether. in a
business or residential area, except.for the
. most rural -- will be a problem. Usually it
, is one of the first issues raised ‘during
zoning hearings, arid one gf the last_to be
V. settled Parking for at least six cars and
probably more should be provided. Even if park ng
is not.a'problem at first, as your staff, volunteersy " ;™
~and 'support groups’ increase, parknng‘problems will develop
Even shelters who have carefully maintained the secrecy of their
. locatlon have parklng problems eventually, Many shelters assume
. that the maJorlty of their residents will not have access tol
" acar. That is usually true, but ‘your neighbors will think R
otherwise when two months in succession each person staylng
with you owns a car. It has happened and it wili again.
Nothing can alienate neighbors and city officials more qui 1y
or blow your cover' more effectively than seven cars park d
) tside with each one loaded to the brim with clothing and
' qgusehold goods. .

Y

. . .
. -

Look at pa‘Llng as one of yeur main problems from the very -
beg|nn|ng Devote adequate time to finding a solution.
\ i
- * 8 ‘ .
mm They were there first . . . This is a dIfflcult paragraph ‘o
to write, but nonetheless an important .bne. Though your cause
is a good one, and you have found the perfect facnrbty and “ )
l6catisn, your neighbors were there first. They:-may have

- something to say about your' choice of location. You cannot-

" promise themathat having a_sheltec,facillty next door will not
affect their-property valdes. ., Because they -are toncerned, they’ [..
are not ''bad" people. It is possible to be against domestic”.

"violence, and be concerned about your property, and be a ''good' -
person. alfhe’[mgprtant consideration is that it is sometimes

R w - A .
.13 * ) T




‘the procedure. Know that the

@mm :r@@ﬁs 6 ground Ib:r@mmﬂmg

a waste of energy to locate where you ‘are npt wanted Your
tendency will be, even after you are settled in, to proceed '
carefully; walkung on eggshells, Also, the women you shelter

do not need that kind of pressuré -- neighbors watching sus-
piciously as they walk to the door, unload the car, etc. -
Definitely 'a waste of time and energy -- too many negdtive -
vibes.

. So exhaust~all other possibilities, examlne all, even seemlngly
|mp055|ble pptions, before embarking upon & difficult zoning
or neigbhorhood battle. You wnll need your energy for other ~
things. . . -

[N

There is not ''one' p@rfect site or facility. To find the most .
acceptable combination of location and facility with the most -
efficient use of time and.enefgy is®&our goal. An-adequate lo- '
cation, 3 less than adequate- facility, but appropriate zoning and

.early occupancy may be the best answer. The worst that could

happen is for you to find a better combination and have to move —_——
within a year. By then, you will have service statistics to back
up your space needs, and you will have experiénce to support the e

shelter's impact on the ngighborhood. Hopefully, you will have

also accumulated strong community support to ease the problems

of relocation. o - ’ ;
- . » i . . »
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The “Powers that Be"” , . . zoning, governmaens, 6%8. - . o

~

, & .
Whether we are talking,about zoning or.any other governmental pro-
cedures,\ther? is a fundamental rule:

- . ——

LEARN THE SYSTEM . . .. DO YOUR HOMEWORK . . . GATHER
'lebRMAIIONA. . u‘BEQAN'BU)LD1NG“A'RELATIONSHIP‘WITH“ R
THE PEOPLE -IN POWER: ) s § IR
3 - . -
Slmply sa|d buI“SOmetlmes easier said than done. Ask questions . . ..

of secretaries apd their bosses, elected officials and théir

spouses, city staff bosses and city staff peons. Know ‘how the
system is supposed to work, )
understand ‘the ph|1050phy'behand

reality “ts different than the
philosophy. In short, do”your
homework 50 thef?%w;ll be no
prises. ' Your preparation
for a formal hearing procedure
should be different than that
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for one in-an informal, Jelaxe mosphere. Know which to expect
and prepare accordlngly ‘Ga ists. of all related officials.

Whenever possible have them contacted by a friend or a relative or

at least a: friend ofva friend. Deal with the "top" as much .as

possible except when decisions. are made at the .bottom. For example,
why waste time talking to the chairperson about being first on the
agenda when the secretary prepares it. Talk to the secretary.

Learning the system does*not necessarily mean ''buying in't, Be.straight
and, develop a super-dependable, responsible image. Don't make easy
promises or quote spectacular statistics. Be convincing, but solid
and responsible. We really convince others by quuetly demonstrating
our own conviction. and by pointing out 'what's in it for them."

ZONING SR

ﬁ2on|ng is a legal method of segregation usung any number of crlterla,,
available to-ard-used by city government. It is, by nature,
exclusionary.'" So said a local offucual . For our consideration,

the operative vard is “legal” Though zon|ng is not always loglcal

it is legal. Though it is not always fair, it is our agreed-upon

", procedure for the orderly growth of our cntles. Further, zoning
.does-ngt take into consideration the worthiness or lack thereof ofy

any cause. An important advantage of leasing government-gwned
_broperty is the fact that such property i$ not usually subject.to

local zonlngﬁordlnances. ' o )

.
- L

Thoth they may seem confusung at first readung, consuder the following
before and after you begin zoning disCussions yith your gity staff:
s /

W BE REALISTIC Most cities have zoning orfnan es provndung for
residefitial zones of varying degrees: R-1 through R-4 or 5. ¢
Usuaf%y R-1 represents a single family with a large amount of
propertY%and/or square footage.  R-2 represents a anglenfamuly
unit wlth -a smaller Yot, and R-3 and 4 represent varying levels
of multu-famlly development. Business zoning follows a similar
patternsgoing from low sity to h4gher/den§jty ones.u,As a
“rule of , thumb, the greater the density, the more opportunuty

. for a varianée. As an example, you dre more apt to be -allowed
to: put your shelter in & facility already zoned multl-famaly
even though it Is not a regular multi-family residence, but .
rather a temporary one. The fact °that the amount of people is

Ees
provided for may allow _a slightly diffefent inte pretation of
‘the ord#nance with-little or- no discussion. You must realize
that the Jump from single family residential to multi-family
residential is a big onewin terms of property,_valies. Ask .
first of your city staff what zoning would be\requured of wour .
facnluty, and then be realistic about expéctlng zoning changes.

,Some cities have no precedent for zonlng a shelter facullty that

C =W . — ) \1
Zﬁ:?' . ‘15 . ) T :
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The “IPotm:u that Be”’

is not a grouyp home or a halfway house. Suggest they use straight':
multi-family zoning regulations based on the total number of
people to be sheltered or perhaps those regulations covering .

. * boerding house. , ~ - . .
' ‘ng‘h ! 7 f .

- ® . -

. . - - é" .
» -I .

~ - . I

mmm SPECIAL USES: Most cities have a procedure for dealirg with - . ..
exceptions to the usual zonlng categories. For instancé, if you
° plan-a~shelter facility in a single family aread you will probably
. need to apply for a Specual Qse 9r Exceptional Zoning permit.
. . .o This would allew for shat particular use of that pa;tlcular piece
lof property. Usually, the special use zoning will revert back to .
the original zoning when the shetter is no longer located there.
Therefore, spec:al use zoning can and often is considered similar
to spot zoning, havnng some negative, aspects. On~the other hand, °
becausg’ the change is not a permanent one, it is sometimes easier
to obtain. The procedure for obtaining a.special use is asually

.d.t .7 the same as for any other zgning change. . S o
- i ‘ ) ) » ’ . . ‘- . . ‘ 7. ¥ ]
—~ mm INFORMATION THAT MAY HELP YOUE}CASE 1." "Look at_the suFPt)undnng'
o , property If. that\proferty is zoned contrary to the property in > ‘-

&~

questlon, Tt will probably.help your -case.- Particularly, if the

’ . prOQerty in q%estnon is low density surnounded by hmgﬁ density or
— v Speclal use. . Check to. see i'f there® are any business-zoned o
: ’ pieces of property near the property in questioh. Special-use o
, . or exceptlonal zoning_can and often does serve as a transijgon - . |
.o - zone between residential and business. 3. Precedents in terms - |

of %&oning changes for similar requests. 1f the local youth home
- recently received a special use and enJoys a good public lmage; -
. “you may do well to "tag along'. Be careful! not to align with .
_= any agency, no matter how successful, which “does notshave asigood R
image or has not lived up to lts promises to the commﬂﬂltx N T

AL L , « ° \ ) -
Do . PROCEBURES" ‘K planmng or land us‘e comrmttee separa ﬁrom the i
‘//)/' ' final decnslon-makung group is usually charged with conduct;ng a’
: public hearing and making 2 recommendatioh.*: At the initial pub-
) lic hearing,, the city staff will make a recommendation to the ’ ’
planning comﬁittee and your group will have an opportunity to . o

. +2 . communicate Jyour needs and plans. The proposal them goes before .,
* = ‘ ;another group representlng a zoning board or commission.' The
’ i zoning board also:conducts .a hearing mnd makes a recommendation
“ based on their opinion of your proposal. Both recommendations.
coupled with the s5taff recommendation is then communicated to the
cjty council or other body of elected officials. Often,, the,
R recommendations ‘do not have, nor do they have to fave, any bearing
on the decision of the elected body. In‘most instances, the - .
. elected body is only bound fo consider the recommenda}ions, not Jv |
: ‘ : to agree with them. .’ AL \ 5

16
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The “Powsrs that Be* —
m’ TIME: Thg?re-zoning precess'reads simply, but usually déesn't

play that way. Zoning is subject to political involvement and
thereforetdoes not happen easily or dquickly. However, pro-
'cess must involve at least one publuc hearung which prayides
your group with-a chance to tell the s ory to yet another group -
‘of people and usually to the-press. Remember~this when the
meetings seem.to go on forever

.- The entire rezoning process can be agcomplished in as«ilttle as
a month and may take as long as one year. The average re-’
zoning is accomplished in 60 to 90 days.

. " A Typical Chain of‘Events

January-lst . . . meeting with cuty staff re: ’//be»property
located at . Zonimg is currently
City staff advises . zoning.

—
January 15th . , . Our lawyer draws up a petition for zoning
change. It is given to the city staff to be placed on the
agenda ‘of the Planming/Land Use Commission. The Commission °
meets on the first Monday in, February which-allows sufficient
time for published notice to the community and written no-
tice to the lmmedlate nelghbors .

.

Bebruary lst « « « The. Planning Commussuon meeting. Imme-
diate neighhors have signed a petltlon of protest.  They also
attend the meeting. Information is shared. The Commission

votes to recommend permission or denial of the zoning change

as requested. The Planning:Commission, being the initial

Fe hearhng body, gathers as much information as possible and

‘wjll-often vote to table when impact studies, parking plans,
_Bnd/or land surveys are |ncomplete If they do make a de-
‘cision the next step is a hearing before the Zonin§ Board/

Commission. .

§ . i ’ .

* February 15th . . . The Zoning Commission. gAt this meeting
there are more peoplg representing both sides. The neighbors
are there in force. It i5 usually a more emotional, less
informational meeting. After aVll, the Zoning Commission has
the benefit of the information-gathering accomplished by the

¥ Planning Commission. There is an exchange of some information,
" many opinions, and overall feelings. The Zoning Commission

" recommends permission or denial of your request to the.City

'. Council or other elected officials. -

. presentation”of the proposal, allow for a presentation by the

March lstv. . . City Council meets. They ask f‘or\s brief
‘opposiition, and then vote.

4 .
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. Sixty days from start to finish providing there are no, motions to
table or other extenuating circumstances. Sixty days -~ a lot of

time for a group anxtoUs to provide service. Don't waste time, however,
looking at just the meetings. You are laying the groundwork -
forming the associations that hopefully will stand—you in good

Y

stead for years to come. The process is important whether or not * ° -,

your proposal passes. R
That being the case, keep the following in mind: .
' LK Y H .
=P Dress appropriately . . . you are so very visible there in the -
_spotlight. Make sure your appearance does not alienate.

=P Select people to represent you who will not-alienate the
""powers that be''. A lawyer known for -the unpopular causes he/she
represents should not be your. choice -~ even when services are
donated. It's better in the long run to pay someone.

==p The city staff is working for you as’taxpayers. Ask questions,
learn from them, follow their advnce. *Also, know what their recom-

~ _méndation will be ‘before the hearzhgs. Trying to counteract a

;negatlve staff recommendation is a waste of time and energy. Tney -
«are the experts and more often than not your commissions and officials

will value their professional opinion: A . s

Tnl OPPGBITION i

As mentloned prev:ously, your neighbors were there first, and it

s passible for them to be.agalnst domestic vnolence and still-not.,

be for a shelter® facnllty in theit nelghborhood. When dealing w;th

the opposition, it is well to keep that xn mind.and to act accofrd- .

xngly with respect for and consideration of the opposing v;ewpoxnt. ‘
- : .

Most importantly, don' t :try to ''put cne over' on anyone. If the

neighbors feel you are trylng to push through zoning ‘changes or

kéep the facts from thém in any way, the. results will be disastrous.

Use the time between hearings for meetings in which to share"j

feelings ~- teas, potluck suppers and plcnlcsﬁm’Dlsdover mutual

friends, common interests, etc. - }f there is a partw;glar person *

Jyou want to reach, try to send a fr:énd or an acquaintance of hx§/

ﬁérs. Sending someone whd%e opinion they already respect wxll

make communication eas:er..,“‘

P

.
»

There is a very good chance that emotions will run hugh and that
s the opposition will, out of their fears, be unreasonable and short-

sighted. MemBers of your group may be attacked penﬁonally and .
publicly. On- such occasions whether at an informal gathering or
a public meeting, it is important.that you try to: one -- relax,

two -- listen, and three -- respond with the fatts speaking te the

zoning isswe., There is the tendency to fight back with .the "rightness"

e . . _ .
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'of the cause. "Resist that tendency'and speak to the ''rightness"

of the zoning change. Be lssue oriented. ‘There is also the danger

of being so ''right'" “in your cause that the opposition, by virtue

of that opposition, is Iabeled "wrong'' or ''bad''. Avoid such labels
\ or inferences. _Do not antucnpate and/or assign motives to anyone.

\Approach ;he opposing nelghbors with the idea that yo will need

heir help in seeing to it that your sheiter fits inty the neigh-
orhood. Appeagl to them as experts, perhaps setting up a review

board made up of nelghbors, shelter board, shelter staff, and

city bfficials. Develop a grievance procedure. When hnrlng staff

consider a quallfled nelghbor, and certainly ask for their help
as volunteers. '

Y
|

to them that.you understand their prédica-
ment, and that you will always share any information available to

you w\th them. Remember, it is not a matter of liking or dlSIlklng,
only a matter of agreelng or disagreeing.

Above all communicate

~

o
| \
1
- ] |
e \
. . ‘
. . . 111 R
- C - .
R . <,
»
v
$
= - ’ ,
]
v
- '\’!,’ N
2 Al
A v
’ : Y CI
A
s
-
. -
|
° . . . ~
N -
7 . 19 | s - ¢

L3

’
-




Yy AET TR ARG SRR AL

S e

e

: n’qufpnnnr.

The problem f equipping yougdfac111ty i's twofold: What do we‘

- need? How do we get it? ™= #-

THE OBVI|OUS NEEDS: beds, chairs, sofa,
tables, lamps deské file cabinets; pots

THE NOT-SQ-0BVIOUS NEEDS:

Provide ®helves instead. of dressers whergver possible ) Lt
mak i ng_hou ekeeplng and. the battle against the bugs ) L ey
much easier. - ' .. R
Provide a\stereo in addition to or instead of a tele-

vision set., It is entertainment but more relaxing, and:

less all-éYgrossing. - 8 N LT

e B A

Provide twin beds instedd of double-size beds. When ! .
sleeplng hapits are irregular, no Sense in-waking the
entlre family. S .

Use lamps atitached to,wall or ceiling fixtures.as much as
possible becq use they are less susceptible to loss or

damage. C .

$*

FveR e ok ety

ed

-~ .

° .

S pns Ve 4 gy
LAl |

Provide a large locked storage area for résidents' luggage,
etc. 'Also, seécure food.and supply storage is necessary.,

\

Pt

Provnde a small locked storage unit or safe for storing. all o
medicine’ (eVen aspirin), money, or other,valuables. You: , ;
- may also want to provnde a ‘tocked file for confidential - L
records. _ /- :




Making ‘s houss their homs oL .

§< Don't fordet: han dryérs, alarm clocks, toaster, plastic
£ covers for mattresses, plastic- covers for'foam pillows, .~
-% large covered garbage cans, bookshe]ves, and throw rugs..
i Also, fire extnngunshers, smoke alarms, a front door peep-
£ hole, and a loud door bell.

.

Now to the more challenging: How do we bet it?

P .

DON'T /BUY IT! SOMEONE“I'S DYING TO DONATE IT!- If you find that

- you are purchasing more than a small percentage ofgthe necessary

1

equipment, you have not done your job in the community. Soliciting
donations is important far more than the material gain; it is.a way
in which people can invést in your project. People feel good about
helping; provide them the opportunity. Be prepared, however, to
receive things that are not useful and provide for their discreet
.disposal. Don't discount such a transaction bgcause you have, after
all, made a contact and probably a friend. Pérhaps you did rot
communlcate your specific need resulting in an inappropriate

donati 1on. ‘ .

Solicit church and gro;B'support as well as that of the individual.
Jdt is usually easier to get the group support. Ask the person who -
has the most of what you want because one of "it" will mean less

tq them. For instance, if yoy need a- stove, go to the manufacturer
before you go to the dealer. -However, it is usually better to ask
!ocally before you go out of your area. Local recognition of the
gift is easier to arrange. ) ’

*

Assume that everyone will want to support your project. -You must
communicate the specific need and,provide a variety of levels on -
which a group/individual can demonstrate support. Perhaps the
Ruth Circle of a local church could never scrape together enough
money to buy you an appliancg, byt they can donate a little each
month towards supplies, maybe paper ﬁroducts}

Once again, it is best not to rely on & letten requesting donatnons.
A multi-faceted approach --.a combination of telephone, mail, and —
in-person contacts -- works best. Be careful not to become a pest:
Begin by contacting frriends, relatlves, and acquaintances. Start
with task force members providing themWith a current- needs list.
Ask them to think of wide possibilities as resources -- frnends of
friends, friends, relatives, e‘i. )

.

_ Explain to all donors how you will use their contribution. At the
Crisis Center, for instance, all donors are told that their donation

wnll be used at-the Center, given to a resident for her use when
she leaves the Center, or sold at a gayage; sale with the profits
° going to the Center.

.

. .
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YQur aim is homey, but not cluttered Soon thé\peeple will Fil1l -
,:ln the blank Spaces o - v s

To save time- and hurt feellngs, put one person or a small commlttee

in charge:of what stays and what goes. . <. ¢

Aurin NEEDS ms

ittt o llllllllllIllIlllll'llIlllllllllllllllll

twin-size and*tots or roll-aways.

Crlbs.;.;....large 6 year size and small newborn. Also -
_ the portable/klnd that~can_be ?eldeﬁ for
" edsy storage .

sturdy,-v!nxigls P cﬁlarly gdod

confdrtable liyfng rooif. type, preferably
vinyl; foldingjchairs .

small kitchen table and, large meetlng/
diping table, folding tables, end tables

Cleaning s

~ L 4
Equipment....mops, brooms, vacuum cleaner

Gardening

lawn mower, clipper, etc.

_Nice to have. '

IIIIII'IIIIIIIIIII[IIIIIIIIIIIIIIIIIIIIIlIIllllllllllIIlllllllIlIIllllllllllllllllllllllllll

rocking chair

sewing machine

ping pong or pool table
*posters, picturés, plants

Health,
Needs..:. \hermometer, heatlng pad; hot water bottle,
: ice bag
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SUPPLIES

While preparing your needs list, you may as well add those things.
you will always need:
,"llllllllIIIIlll“lIllllllllllllllIlllllllllllllllllllIllmlllllllllllllllllmlllllllllllllllllllIIllllllllllll!lll‘llllllllllllllllllllllllllllllllllll
....particularly canned goods .and package mixes
Toiletries...shampoo, hand- lotjon, bubble bgth, body pow=
" der, deoderant, combs, brushe&i etc.

Cosmetics....lipstick,-powder, etc.

hand, beauty, laundry, dnshwasﬁér, llquld
'detergent . ,

_ Paper ltems .cups, plates, paper towels, napklns, sanltary
napkins, tampons:, kleenex, toilet paper, etc.

. & k) -

?

Cleaning - . :
Products.....dlslnfectant, ammonia, bleach, leanser, etc.

5um|nmnlmmmumumlmmm RN
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L ' .
™aking a mgmq&maﬁp home~ + .

You ¢an acquire supplies in much.the same way as equipment. Suggest
te.graups -td whoriiyou are providing.a program that they have a
"shower" for the shelter.instead of paying an honorarium or, :speaker's
fee. Provide them with’'a currentineeds list, and be prepared far

" a deluge of goodies. The average speaker's fee is between $15.00
and $25.00, but a ''shower' can net you over $100.00 worth'of canned

. goods, paper products, etc. They wi‘ll have ‘had the enjoyment of - -
preparing for ahd attending a shower’. :
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. A word ﬂqromi "’ﬁ._iino lbottom i:i.:’pm oo o | : -

e
Funding should aJways be vneWed in terms of restrictions (geogfaSh1c
S or problematic), type (reimbursemert or frat grant), ‘ad time (length
of the grant and the amount of staff time'.to administer the’ grant).

" You wnii soon discover that there is “good” money and “not-so-good"!
s _money. The ''not-so-good!' usually beiny that which is veny restricted,
perhaps to victims of domestic violence. making police reports within
- . * the city limits; that which is paid on a reimbursement basis making
cash flow a problem; and. that whlch requires hours of staff time
filling out forms to verify servLce. No doubt your program will
ultimately be a combinatjon of funding sourcés. Mady times the choice .

?» > of ”good" money will hot be available .to you. Obviously,. "not~so="
E good" moriey |s better than "none-at-aii” . s -
i", Fundlng is often A unlque, iocai sltuatTon. These ‘'suggestions ,
“% . r  are offéred only as gossibilities - optfons{igr your exploration °.
= in youn~communlty..' v L .
AR . s - S

i lll ReVenue Sharing -- distributed through tOWnShlpS ot munlcipailtles.
r ReimBGrsement contracts can often be worked out with néighboring town-
$hlpso & ..,'.\ : - ¢ . J

. “'
;r, . °

*Ill Department of*ChI dren and Family erv:ces/your-sta;e & equiva- .

for services ‘to’an open case. .

Y R ; ' -
Q lll United Way or Commuoity Chest -- combined funding,.community-
"'based o . .o
. LG . : - . )
II. Title XX -- a state-operated program. Clienf Income eijgibiiity h
and locaismatch funds usually requiced. . ¢

' ‘; t ; .

lll_Department of Mental Heaith -- sheiter money oﬁten a budgeted
'< item.,- . .o .. C >

i
1]

Federai Gf?gﬁ:s <= LEAA, ACTION, HUD, st R P P

. lll Prlvate Fqundations -- predominang,interest Is'in'seed or. start- -
up funds. A)so, interest“in capi tal Improvements and/or acquisition.

some research and operating funds. ‘ : _ . .

PR . ) .
. . - - R ‘o
' : . * » ‘." .
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. v X et . . o
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ient child welfare department -~ funding usuaiiy on a contract basis IR
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- lndnvnduals - srnce you have your tax-exempt status, a con- -
trnb‘ﬁfion is t-ax*deductnb-}e. o ' .t .

v »
Al * 13 a -
L oo . 5 .
.

v * g - . * ~

A part:cular fundlng.source may be nhferested in fundlng only a
¥ # # i~particular portion 6F your program. For ihstance, Und ed Way .or
;1&:7 Community Chest may be interested in funding your crlsts ‘inter-

: .~ vention phone tine by providing for a staff position and telephone, '~
ne costs.. On the federal level, ACTION may be interested in funding|

‘ your volunteer program. a . e "

,,‘ -

, /
v _ For moré detalled information about fundnng and graﬁtsmanshlp, we

i%; .3re00mménd the follownng B R S S VR VI
b . - M (s ‘ - . - LA T e
— _Flanagan, Joan. °The’ Grass‘Roots of Fundraising Book: " How,to ', -
w5 . .- Raise Money in Yotr Own Commun:ty Chlcago, IL. Swallows . -
Press: 1977. - - . el ' S
V) < . )
Fo;tnk,mKathleen, The Bucks Start Here. Ann Arbor, Michigan. i
e _ Domestic Violence Project: 1978. } : L0 E
. ) , l . N o . . . -
i ’ °' * . - w e - ¢ Qc
TA dliﬂi!ommﬁ morsmo@ﬁﬂvo o o7 @omoomm, It:moo oon —
& .. ‘ Lo
if~?¥ Concern, Inc., formed in 1976 by a - roup of Commun:ty Crisis w L, N
T Center volunteers, is dedscated to the :dea that the_group will pro-'

. organnzatnon, has algso acquired tax,exempt status.

*vnde a service to the community andwin return en;oy the finmancial .

‘suppért of the community. L. e el . . >

. —p—

Membert's of Concern, inc, feel that~the commun:ty ns already supporting
tHe Crisis Center through +.the provision of townsh|p revenuebsharlng
‘funds and the United Way. Therefore, members, feel uncomfortable, ¢
asknng for donations without providing addit:ona! services,

- ’ .
« © . °

Concern, incorporated separately from the Center as a not- for-prof:t

in the past.

\three years, thi's group of ten to td%lve‘Women his raised over $20, 000‘.
for the Center in a variety of ways Concern has enterE into retail
business-as a vendor selling hot dogs on Elgin's shopplng mall, sold
over:6,000 cheeseballs, which,they make _themsel. me, -
and sponsored two rummage ales.each year. (Th

0

Funds‘from Concern are sometimes earmarked for specific. project
such aS‘thE‘recenf total renovatnon ‘of the downstairs bathroom.

yee
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\wecruitung brochure) . .

AS A MEMBER OF CONCERN INC.,

afundniﬁngomniunonfonheCommunity Crisis >

Center, organized in October, 1976, Concern Inc.

sponsors: .
The HOT DOG WAGON in Fonnuin Square
Plaza, a full time operation staffed by paid

employees. LOOK for the blue and orange
umbrelia... and every time you enjoy a Hot
Dog and Coke ja-downtown'Elgin, you will be
helping a f: lnf:ﬂsis. L .
CONCERN INC>also bas many short term projects. .
In the few months since our omnmtlon began we
have sponsored: . L. .
& Seminar at E.C.C. -
_° ""Holiday Cheescball Sale” Lo
**Christmas Cash Raffle ° R R
and a ""Spring Rummage Sale” at i
the Lord's Park l.’avillion. * ‘

Many. more exciting projects are coming-up and you
can help us with IDEAS, PARTICIPATION IN

A @Mﬁ@mmﬂ; mmp@@tﬂve 000 @@m@@rm, Ins

f; * . . . ¢

3

otheretlmes they have contributed generously to@geneial operat|ng
funds, thereby helplng to minimize a* cash flow crisis. _ -

-~
..
1

How’ Concern, kne. reaches volunteers (taken from the Concern, ‘4nc,’

~} your childrent with you any time you® come to the

w.AS A VOLUNTEER AT THE'CENTER
Ifyouvhlltelluswlm you like to do, you can
probably do it st the Center, or,for the Center. And,
you will be helping the cos ity at the same time.
= Volunteers are divided iffo two, groups:
and indirect services. Areas in. which they pro 'de
directservimtocliemsoare.peerco s
transportation, child care, recréation and arts d
eraft instruction, Indirect services include painging
and decorating, basic mnntemnee of the h

~gardening, and office wo!

.The volunteer prosnm a the Cemer is utique. 1
We are flexible, n-;udganenul and concentrating |
on the needs of people. You are me to bring.

Center. You are always Welcome to dropin ... you
dpn’t, always have to work. There just might be a
-baby who needs fo be rocked, adoddler needin
story, ouwonunwanunz to share a cup of cof! ee'

They couldbewmmx fgr youl e
.PROJECTS, mdyour DEDICATION to keep your | - .
. Commnnity Center a viable organization.- | . : . o
‘| There is something for everyone. P; ] E TRY! ~ - .t
. . - { .. ‘ .’
—y — 7
mﬁmmmmgrmmmm. ?s.lmldliket&hdpnthe%w.worﬂngdirealywﬁh
special interest {s
lirouldbﬂnmutedlnmudln‘lmnmeahgtolum lwouldbeabieto'helpwith_mmpomdon.____phnd
& m"“‘ “care; —___peer coumdinr - I ATtS -
OIpudcuhxlnmmmemndbeminformlcomewhml . and )
mlddhcmthenﬂiviﬁuomewhhthzms lhnvn which I would
) mwdoumothecwa Thcyunbe - R
< _ a
° YT, e u(ﬂmc)___,.Orlwﬂlddiver . “A -
‘ I W ) - $ L Iam unable.to help st this time, However, I would like 10
mnmmemmuuhhordawmyhmuchwiththemk
Noamie ™~ . of the Ceter. P e ,
Address ) \ ﬁnfonum}ely.‘:'duﬁkunablﬁ;devm mynxll:ctotheCeum
- e HOWEvVET, [ WO eto Enclosed my donation in
Phome # (‘ A theunoumol_~___, d
' ° 7 a - " > 4
- .. . " )
. -’ ~r ) ¢ -
. 4 3 '
~ s 3
- ! 1 N - . . r . [
_ o W’.‘ ‘27 . . . P . ) o
’ : ’ (L
.~ >, - »
» “ - . « -
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BUSINESS - |
. : . . A - N \d W ’ ,
-+ MANAGEMENT -
‘ . ~ -
Now that you've:got 4% . . - R
. ’ . . . ¢ - .
v ‘In the very beginning of our operation, the €enter's fiscal pro-
cedures and money management were exceedingly simple. We had only
one source of funding, only full-time employee to pay directly,
and_we had only onekﬂprogram”, We simplytkept a journal® of our -
receipts and our expenditures, and check cépies,wegs sufficient
back-up for expenditures. . :
, Four years later we have nine different program
. categories with sixteen different funding sources,
all of which have differing fiscal 'years and re~
porting requilements plus different forms and
different restrictions regarding the expenditure
: of the monies which have been given :us. >
. ) . N
s " |t has always been the <commitment of the Crisis ' .
. Centet to conduct all financjal-matters in a.way that will allow
} ., “for full public disclosure, provide a.clear audit trail, and estab-
L " 1ish our fiscal accountability.and responsibility. :
o ‘ : " The éfm Bf“any business hanaggﬁent systgm'ié'to keép track of all
N of the money thaticemes in, where-it goes; and .for whéi purpose jt
- ., is expended. g :
e ,‘Ra;her than totally re-invent the wheel; we Qou}d.refen you to the
P 4 following éxcellent basic.''start.at' step.dne'’ boaks which.will lead
e you step-by-step into the bas¥cs of aggounting.fgr your money: °

\ e

Bookkeeping for Low=Ingomg- Citizen Groups prepared by tge
National Council of Welfare, October, ‘1973, National tio
of Welfare, Brooke Claxton Building, Ottawa KIA OK9.

You Don't Know What You Got Until You Lose_lt, an introduction
to accounting, budgeting, and tax‘planﬁThg‘for-small, non-
profit organizations and community.groups, Thomas F. Miller,

. G.R. Orser, The Support Center, 1424 16th Street, N.W., -

Suite 201, Washington, D.C. 20036, Second Edition, 1976.-

4

A3

. . . \ ] . .
Ly . Ther€ are some tips, that we hope can make the whole process easier,
e oweyer. -Remember, the longer you are in business, the more it will
: seem like you are "playing three dimensional checkers with a touch
. -y ~ ! . . N

v
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. Wow that you've got 1t

- — of Russian roulette' while yau try to keep téack of the whole funding

- business, . . ,

N

- When “to begin and end—yoﬁr fiscal year is an important consideration.
- You will probably never have ali of your funding-sources operating ’
. on the same fiscal year. It was our choice to have our fiscal year ’

' the same as our basic funding source -- towhship. This combination

of different fiscal years makes budgeting and forecasting more

~difficult. Any contract which you sign that does, not coincide with
" . your fisga] year pust be pro-rated to the amount of time that is

within your fiscal year for thatzyear's budget. ° . -
We have included among- the forms at the end of the chapter, a'list
of projected income. for dur FY80 which will indicate what we mean.
Because we are in the same ' time frame as the townships, our contract$’
are total, .All other sources have different fiscal years and there- *
fore show the end of one contract year and the beginning of a second
one during our fiscal year. It is also important in making a budget
to. indicate what type of contract you are signing. A contract for - v
purchase of service means that if you deliver no service you receive
none of that money. A restricted contract means that every penny’
of that contract is committed to specific_expense items.

This leads to the ever-occurring problem called
'"cash flow''. The amount of money- avai.lable to you
often has no“relationship to' the ameunt of service
which¥you have delivered of the pile of bills which
is sitting on the bookkeéper's aesk. T

rd

It is importapt to find a part-time bookkeeper with

" eyperjence. It_is also very helpful tb find a knowledgeable
. treasurer of .the: board who_is willing to work with you and share
: _expertise. - : )

IR

s . d

-One last word before we describe the rudiments of ""keeping track" . \
of "the money. Be sure all mofey decisions are made.by the Board -
» of Directors and are written in their minute book. Commi ttee meeting
minutes?should also be there. When dh~auditor asks you one year i /
~after the fact who .approved whas percentage raise and for whom, and
it does not appear in the minutes, it is,a questiongble item on the .

: .. . s * ‘ ‘.

DETYr N

. s s T T ‘- @ .
1'% 'Also, Federal “and State funding réquires that you keep -ALL record .
% .- three -years whether you are in-existence or not. . : "

. - o
. - .
. . . R -
. . : .. - c e, . s v
. - by ’ :

o Thelms&Outs . T oL 0T .
Sioe } i - . P e B d f' _ P
- We have. furictioned on both a cash basis and an accrual basis. 'This
fiscal year was the time 6f changeover to accrual accounting since
. dt-is required by most state agencies. It does prowide a_ truer ,

o - -
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The JIme & Outs

plcture of the agency's financial plctyre ‘at ‘any g|ven time.
All bllls and requests for payment are given to the
bookkeeper. She ‘then fills out the request for pay-. «
-ment form and notes what category of expenditure is
involved. The list of account numbers we use was sug-
gested by our auditing firm.

T

-~

- Monthly the Request for Payment sheets for,the préceding
month's billings-are given to the Executive Director .- -
for signature of approval. These are then ®o-signed by - _
one of three Boar§ members (president, vice president
or seqretary) -

,The bookkeeper makes out ‘alh checks‘eased on the approved
"Request for Payment form. The checks are double-
signature checks and may be signed by any .combination

of bookkeepér, President, Vice President, and Treasurer.
The Executive Director does not have signature approval

for writing checks. ‘ -

The Executive Director lists all checks that come in.

“

The bookkeeper also receives and receipts al] monies
received by the Center, prepares all bank deposits, and
maintains the accounts recefvable file. .

Payroll is handled by the bo kkeeper. Time sheets are -
filled out by all salaried personnel. The payroll_ is
made out on the basis of the time sheets in aégordance
with the personnel polnci%s and salary schedule. .Time
sheets are signed by the xecutive Director or Assistant
Director. ‘The bookkeeper makes all FICA and tax deposits
related to payroll, pays and keeps records of &ll hanth
insurance and claims, and maintains personnel records. :

Quarterly and monthly statements of expenses are prepared
-fot records and Board of-Directors by the bookkeeper. - ‘
She also prepares the end-of—year tatements and works
;wnth ‘the auditing firm in preparatlon for the yearly
audit. .

z;z;:r BRING @E&A@K

-

Petty cash, food and postage accountsware kept in the
safe on a cash relmbur§%ment basis..’ Petty cash account:
is $50.00 per month; postage’ account -is $35.00 per month;
food account is $400.00. At any given time the recelpts
and cash available must add up to those amounts, and the
account is relmbursed monthly
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The Ins & Outs - S

Budgets, funding requests and flnanc1a] statements to’

&
. )lllllllllllllllIll!lllll I}llllllllllllllllllllllltlllllll

“the bookkeeper and .the Executlve Diréctor.

. Iravel expenses are paid at 15¢ per mile plus dBEumenteH
expenses as authorized on the basis of the milgage form.

Billings are prepared by the Executive Director using
the Client. Service Log.” Statistics for the monthly

. service regord are prepared by the Case' Managers at
the end of the month and reported on forms whith allow

foﬁ'fundnng aqd geographic definitions. , S
t
Sample forms appear-on the.fdllowiﬁg pages. . ot \
:$
Al , ‘I
/
rd , A)

<
(I .

age’ples and funding .sourédes are JOlntly prepared by - 7




Contract

ooOw>P

Contract, ‘Feimbursment for expenses
Purchase-of Service @b

.
4 . s

Restricted contract, kelmbursement for expenses .

adih

SAMPLE FORM: *PROJECTED INCOME - *
. - -COMMUNITY CR1S!S CENTER, INC! i} .
o Budget Projgétion of Income _FY80 ' '
h April 1, 1979°to March 30, 1980 ¢
L TYPE SOURCE .~~~ APPROVED PROJECTED PROPOSED i
1T TOMNSHIPS L e .- ‘
: ‘A" Elgin - . . 40,000 |
"B Hanover - 2,000 '
¥ B Dundee 2,000 v -
: A Geneva - 1,000 T i “
A . 5t. Charles 1,000 - :
A . Calumet 300 .
B Other . 1,000 :
" UNITED WAY )
c Syburban through 6730 1,000 -
% through 3/80 6,440 s
C Elgin through 11/79° 7,550 d
- . N - ’tprough 3/80 3,099 : o - -~
.. - STATE ( . ‘ . ]
B Title XX through 6/79 12,132 - :
- - through 3/80 = 38,700 ,
T through 3/80, L5, 491*
BUSDGES  through 6/79 © 2,000 (Because of
‘ : through 3/80 , ,200 1/4 match
;) Som. T i rgmnt, max
. . . ’ that can be
.  FEDERAL .. - - captured is -
D. ACTION - through 10/70 144583 $34,118) - _ .
: e through 1980 - . 72,017
D - LEAA Victim Assistance e . .
' . i through 12/79 27,863 : ’ i
. ‘ through+3/80 9,000 i%
SR D  LEAA Crisis Advocacy . ) ;
: ‘ v through 12/79 1,500 . . i
. _ through 3/80 f 800 .. :
‘D" HUD - . 25,000 f
. N . ) . s ~. :
- ’ OTHER. .. S \ !
R Speaker fees /;~?¥ ‘\\ 1,000 , e : )
) Contribqtions e 5,000 _ \\\\\\g~‘\‘ .
Gyt TOTALS © T§157,117 $53,000  $117,508 o
: « ‘ $210,117- - T




. _ = . i
SAMPLE FORM: -BUDGET EXPENSE PROJECTION
L .
COMMUNITY CRISIS CENTER INC.
V Budget Expense PrOJectlon FY80
Aprll T, 1979 to March 30, 1980
PERSONNEL T ' e,
e * Salaries (includes GZepey raise at
, anniversary date). '$136,081
\ Fringe Benefits (est. @ 10%) 13,600
? e $149,681
I PROGRAM EXPENSES -
I Food - ) : 3,600
Interest expense - _ 2,000 ' .
Telephone -~ 5,000
Utilities 4,000
* Insurance . - 1,000
Repairs and Malntenance 1,000
. Adverti€ing ' . 500
. Real Estate Taxes o ‘700
.- 0ffice Supplies - R 1,500 .
Printing/copying ' 2,400
Program Materials . 1,200° -
Travel o 3,000 .
Scavenger A . hoo -
Postage ) 800 - -
‘Specific’ Assistance to- Ckients . 150
i Professional -Fees - . .. g 5,000 .
- Miscel Laneous’ - . . ' +500 -
, Mortgage . . . - 5,000
House Repairs . S 25,000 .
' T ’ * . 62’750
) TOTAL *° BRI 5{12;1;31
e ..
- by . ' .
, - . ; . | , ’
. Rév. 8/28/79 - : .
] R s ‘&-. . F' .
- o . . -~ , ., K ) K .
) ' ‘ - E . . . ]
N . . -
.o g 42
. e

S8 <t
N SE e . Y e

!

TorgRg

)

2y W e DR o) A

¥ e

.

v ‘e
Nam bk AV

4‘!?0 o

e
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SAMPLE. FORM: CHART OF ACCOUNTS ; B
.« COMMUNITY CRISIS CENTER, INC. >
z ‘ *  Chart of Accounts A ) S
i ASSETS ., 520 - ACTION = Support . '

ACTION = Vol unteers

1ot - General Cash Account 521
Contributions, \"F\ .

102 - Payroll Cash Account 530

R Ierernowym
TR

103 - Savings Account _ coo. «
105 - Petty Cash. . .540 - Speaker Fees i \\ ‘ :
e 110 - Accounts Recelvable” . 550 = Interest Income .y ‘ o
;* 111 - Refunds Receivable -+ 7 560 - Miscellaneous \ . Co
120 - Prépaid Insurance - ' ‘

. ¥
EXPENSES 4 \ .,

601 - Gross Salary . K/
©602_- Employér Share - FIC

¢
2
3

150 - Land and Building
151 = Furniture-and Equipment

.LIABILITﬂES T - 603 - Health lnsurance

201 - FICA - -~ - 610 - lqtefest Expénse '

202 < Withholding tax, Fed. 621 - Postage

203 .- Withholding tax,- State . 622 - Telephone/Ofc. & Emerg. Svce.

623 - Telephone/Pay phone

2?0 -SSaal ;state Tax Accrued . 626 - _Office Supplies
220 - Deferred Revenue 627 - Prlnting & Copy .
230 - Accounts Payable 628 - Program Materials ™ - ;
- 632 - Specific Asst. to Clients P
%2? _ tg:::fg:;:gage Contract 633 - - Legal Fees - Clients J “ ‘
. 634 = Medical Fees - Clients BT
NET WORTH . . 635 - Chitld Care Costs ‘ . P
401 - Unrestrlcted B 640 - Travel & Conference B oL
402 - Donated Property 650 = Advertising & Publicity
. h03 - Investment: in Land/Bldg/ 651 - Corporate Fees & Taxes :
Equipment . 652 - Consultant Fees, .
INCdME» . * 655‘- Assessments & Dues ’ \*
501 - Elgin Township - 2;? :~5;§::r‘°‘ty : ~ ',?
502 - Geneva Township 672 - Gas . B
503 - St..Charles Township 673 - 'S
_ 504 - Dundee Township 67} - l;::ﬁgge; .
505 = Hanover Township - " nee. - -
506 - Other Township . 677 - Repair & Mntnce/Building
‘ ' 678 - Repair & Mntnce/Equipment -
510 = United Way = Suburban - :
511 - United Way - Elgin ) 2;2 iq“;P"’e“t’?_Re“ti' . |
515 - Dept. of "chnd/Famny Svces* oW ‘ S
516 - CETA 690 - M15cellaneous . w e
517 - Title xx ° . _ e
-518 - LEAA Victims Asslstance : ' e e
519 - LEAA Crisis Advocates . , .
L. Y -
. 35£: ' A o o /
e T

) .
v , , .
. . W ) .
) - ’ & T . % 2, .
. - 3 = ] . PN >
. . .
. - : St ., v ’ § R
- e ;. . . e e AT e
. _ - - . <y
! . o L C e . M s <3
e Y - s [ N H N . ) : ‘ ek
O T Ot SR Y T PR R . . A . B ]




T '}x‘;&:} ) ) ’*:‘ M ) L - ) '
Y N N - . . .
ZaNIN SAMPLE~FORM: PROGRAM - FUNDING BREAKDOWN ) —_
2 ‘ ey ’ ~ ’ ' .o )

e . o . - . R . . / R
. . " COMMUNITY.\CRISTS' CENTER, " INC. Lo 0
- Proé?‘a{n - Fu aing Breakdown FY80 '

J . . .
: ' , . . _ \\\.; . ‘ . \ te.,
i . - ’ .- N . ,
“ ’ - — —\ S oL L .
IS . o — ~ :
9 i \ SOURCE N - :
& L\ . o
o N : - , o
R . / . e L] . . l:
o o Z < < : =
32 __— o - ' a = e > o ’ o
‘ L - . - N L. '
¢ ¢ = b a w B 1 Z .
3, R » :
= . % = A 72} par —_
i . . CATEGORY ~ # =z £ \» . 2 gz =
i R o . 2 [&] — [3T] w (&) .
i . - =] =] e | < \
:;.. - ) S - °
N ' A v, T e N
n Administration - - Ya
: ) . X - X X * X X
- . . & General & , — $
b ' Shelter X T X X . - - .
‘ : Information & - ‘ . . . :
v O Referral/ Emer- | = X X :
(U 3 gency. Svges. ‘ L
£ ‘ ‘ . . 3
W Technical ’ Sy
‘ Assistance s .. b
- . ' - ‘ - ¥
.Advocacy X 3
- 3 Jo 1
A . . 4 v
Volunteers X X X ,
g ) e - : %
‘Counsel ing I X X X,
% vy * * . ) - . .‘;
r Support - ) S ¢ X 8
Groups - -1 X X - X X \ bk
. - > . )’:

. s

© e, . . < S

s ~ 4
» .
* b
i , P
3. .
AY - %
- Al b}
4 B : e
- - - Lo
. iy
Ty - N - X :
] ° ° -
. 3 :
’ 4
‘ ) % - %
' . N .
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* 3
v Y I
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AMPLE-FORM: ™ REQUEST. FOR CHECK )

o . . s ‘ . Y:_.

s

S .~ COMMUNITY CRISIS CENTER, INC. = -

L REQUEST FOR CHECK

b .

DATE ' LT . o,

.t N ¢ EY

i

‘NAME Y 7 o .

ADDRESS . 3 e L,

AMOUNT

"ACCOUNT ‘NUMBER

i

- /-\\
’ »

Lo

s

EXPLANATION: | : e

—————— ., —

— -

REQUESTED BY .

-

‘APPROVED BY - o

el -

PAID BY CHECK NUMBER

’ i
.

. AMOUNT

DATE MAILED T | .

. 0

BOOKKEEPING: Account/Pund

Line ltem - L,

By

s ~

e T

L Wi}

.




L

COMMUNITY CRISIS CENTER, INC.
TIME SHEET'

-

NAME . < POSITION -

T
- I

Payroll Period gﬁding' . <«

* S

DATE | FROM ' TOTAL HOURS| Hrs. Required .
- Hrs. Worked ¢
Sick Leave

Vacation
Leave

Personal Day
“Hol iday
Comp Time-

Comp‘Time
Used

TOTAL

v

- A 4

—  APPROVED' BY.

. o

PAID BY

'

" _CHECK NUMBER
. ) ¢




© . - . SAMPLE_FORM: "MILEAGEFORM . . - -

* :

v

M 7

COMMUNITY CRISIS CENTER, INC,
“MILEAGE FORM .

—
’

NAME |
.t

FOR THE MONTH OF

' .
ODOMERER: . . - )
‘BEGINNING ENDING PURPOSE OR DESTINATION

o ]

14

e SR
.

prmey
s

peRyy
P

]

P TOTAL
PR . . . s s R

The above mileage was driven inmy.
personalb car. ' , .

T

) . S{ghature -

-

Y . . 3 ‘ i .
» 1 ABPROVED - :

: PAID -




 SAMPLE'FORM:  REIMBURSEMENT REQUEST * ~ . oL

.. . .. .. . COMMUNITY CRISIS, CENTER, INC. ‘ -

e T REIMBURSEMENT REQUEST A -
) ’ = . 2 .- . \ -,
" DATE . E R ~ L oo
’ To . S o |
\ ) - .
. = . i * - :
- : s - , ) \
. . FOR SERVICE PROVADED FOR: = ' ' . L . :
CASE NUMBER OF [ +  NUMBER:. | ° : :
NUMBER PERSONS OF DAYS RATE | .TOTAL B
iR N P B — o
) s . )
'). (] - : N .

- ¢ T
-— v -
Yoy
" ; ot A
) ’ . ‘ - i . v
’ ‘ gor g » ;
A ey — 5%
“x L2
. . 5 ‘ . . L A
. N - -
» v ] - .
: Sy ’ R ' . 5
e, ,‘5‘7»‘ R A .
4 veti .
- - - v
N ’ ‘ - ) :
. N
’
\ ‘\ ) . s &
E < ¢ ~ - 4 :
. . .. 1 E ) . . =
. .
Py - R ~ b
u’-\“‘, 3 * ¢ ~"I
> \ ) .

Mary C. Berg % WSS " S : R
Executive Director S0 o 3
Communi £y Crisis Center. ‘ A . - c i
600 Margaret Place .. - ’ ,

", Elgin,. I!llnotsiyEOIZO $ 3127697-2380 ‘ .
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Many qm@sti@ms, no G4SY AMSWETrS )

Thé shelter movement is at times insg 5ired by -- and at times
clouded by -- rathet complex philosophical iésues. As a part '
of the movement, you will be confronted by widely divergent.
points of ‘view almost daily. lt'1¥§kmortant, therefore, for .
your group,. board and_staff to spend some time. talking: philoso-
phlcai‘y, to deveiop orporate ‘point of view' -- a salid
foundation .on which' to bﬁlid future poilcles, serVIcqs, and
pcocedures. ) $

/ — — < ,
At the basebei%he Communlty Crisis €enter program are three
- simple philosop ical 'statements: -

<

Each perfon is entitled to a safe environhent
free from violence and fear of violence.

~ Each person is capabie of change and acceptlng
responsnblilty for.change in her®own life.

Each perSOn has unique needs.and is capabie of
maklng a; unlque contrlbutlon.

- >

™

Simple statements, but when combined with a working definition of -
domestic violence, they form a yardstick by which' to measure the
. information- related to fliture decisions. It is easy to lose” -
.. sight of the basigﬂp ilosophy.3s fn the early d?gs of the Community
- Grisls Cénter wher*'the staff overdooked ‘the residents' needs and
’ wéni;iiitiu to® ﬁtrlbute y having volufiteers responsible for all
- housekeepin d=ma|nte ance (seg chapter on Housekeeping) Such
< an overgigﬁg,éag,andtdid resﬁit in loss f ‘time and energy. |t
A k- important 1o arrivewag ‘the ép ai base as soon as. possi-
ble.so that, ‘even earii°poi;cy gg iéh§3a -2 made in iight of that®
phiTosoply. ﬁg?ag’wtig e Tﬁy ed?brs df dlrectlon,nless~ need
to re-group'a irect..ﬁg g 2 % L.

. §§§ 7 w;“y‘ e ; ’
w‘bnxn;a murgmnon o~

@" i
‘The "working definition" of domesth”viofénce adoptedgby your
. shelter will, have an, ‘importdnt=g¢£fect- on.yoyr program. The
working definition differs fyomp the dﬁqtgonqsy one in that it
locks to the causes' of domestic vnoiencp gpd focuses your services
on those.causes: \ , o i .o




“ .
B '

. 'Nﬂa}ﬁmqmm&il@msgzm@ sasy answers: | L

Two working definitiohs seem to prevail among established shelter
programs. The first.considers,démgstic violence to be the direct )
result of the institutlonalized subservience of womén. The second
~focuses on domestic’violence as a .

ut relatjonship problem. THis%is not to

sa, that a shelter could,of woiild R
function &cting on only one of these *
- definitions. Shelters would probably
ackndwledge the truth of both defj- .
* nitions as caysal factors, but the

- choice is one of focus and program .V
¥ ° emphasis. . &S
3 : ~

’ Y

- The program which focuses-on domestic
violence as the dirdct*result of the
institutionalized‘sub§ervience of
women will ujgta larger portion of staff
time and énergy to work for institutional
and attitudinal change. They will often
be.working on a state or federal level for
legislatives change. On the other hand, the pro-
gram which chooses to focus on domestic violence as a relationship
problem-will emphasize service to the individual/family on a more
local level. Obviously a choice is not made with the total exclu-
“sion of the other, choice. Successful programs reflect a combina-
» tion -- the decision being one of focus and empjasis.

.
'

Develop a working definition -- an emgﬁhsis éﬁra direction for
your. sheltesprogram. Choices will hate to be made at some point®
in terms of. time and energy for the individual or the cause;
shaise the issues befor&-the fact and develop a measuring tool to

. aid the decision-making process. . 3

( k)

'~

There are many specific philosophical issues surfacing daily

as more people become involved in the large. issue of domestic
- Vviolence. The following represehts some of the main i'ssues and -
- the Community Crisis Center response. P .
- . . — . .
- The Community Crisis Center response is not 'set down here as
THE correct respomse. It is only a pProgram ‘and perspective
S T that has worked in Elgin, Il1inojs. Know what will work in
your area, know the feelings of your group ,members, develop and
use a philosophical statement. .
LN ) ‘ R »
. . .
. -~ .
Y
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™~
The Communlgy Crnsns Center has chosen to focus on
domestic violente as a problem within a relation-
ship having traditional, cultural commupity sanc- °
tions. Serwvice ta the individual/family has always
been a priority due to-their strong community
support. The majority of staff timé is spent in
providing for direct client/resident services.
Networking involving all_community serviees has
become increasingly important, and that, in combi-
nation with community education, consumes the
balance of staff time. ‘As the Community Crisis
Center has grown in terms of staff, knowledge, and
infkuence locally), it has regkonded to state and
national pressure to-become involved. Participa-
tion on those levels remains secondary to direct
client services and community education. _

JODORESTONTONNN0TANTSSRROEINRRTN IR0 HORENIOUN00DRNRI SRRV ENNN
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‘ SECRECY - - - SBCURITY

Shelter programs have, for manY‘yeaqs,jBeén developed under- the
assumption that. absolute secrecy in terms of. the location was
essential to providing a safe environment. Secrecy has come -to
mean the same as security and often security goes on to require
extensive security systems. . . .

5 A .s'
Many new shelters, however, are optlng for a vnsnble Jocation/
program. Some even feel that there is ultimately more security:
in"visibility. The Community Crisis Center holds that point of
View after four and one-half years of services. The reasons
incjude: - N )

- ‘An abus:ve male is usuadly violent only on Ris gwn;gerrl-
tory and rarely violent toqntrangers or in Strange territory.
Domestic Violence is private crime taking place between. two

"people wheknow one another’-- no spectators. Domestic vio-

lence thrlves in Tsolation. At a shelter,_ particularly a visible
shelter, the woman is no longer isolated.

\

q

»

- Thé“shel er staff quickly bedémg_roié mogels for residents.

‘What is the—staff really saying to a resid by seeking to

isolate her further-and "buying in' to her hysteria. She is
being told, once again, ‘that she is helpless, worthless, and
“that the-system does not work for a.helpless, worthtess person.

* \ X 't . \
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the choice. to that-of the woman.

- (

Many questions, no sasy snswers CoL R

+

'mER  Secrecy often provokgslangeﬁ; openness can aiffuée anger.

on the doors
is likely to be very frustrated-and very-angry when hé'qual!y

tively to that attitude.. - .
. . L) N .
Befgre anyone thinks the Communi;/ Crisis Cerdter is beind "Polly-
anniish'', it must be said that th Y are open but not ignorant;
concerned but not careless. , For instance, there is no sign other
than|a street number outside the facility, "and the address is -not
careliessly publicized.*Moreover, the police are aware of and
respond quickly to the special needs and security problems of the
Centen. Because of its location, most people- find the phone
ndﬁbeﬁ-befotéﬁlhe_address and usually fipd it necessary to calt

. for directions.‘ In four and one-half years there have been three

potengially dangerous incidents with viol men.’ In all cases,
a phopie call from the man himself providéﬁnzgaaizgrning, police
responded quickly once advised of the potential |danger, and the
anger/once .confronted was diffuseds The woman in one instance
chosésto go home with her husband. In the other two cases, the

chose not to see or talk_to thé men involved. The shelter
was able to provide a safe environment al[owipg for the power and

. .

’

. -, _ ’ f ‘v‘
Women, potential residents, usually call first to arrange shelter.

At that time they are adyised not to tell anyone where they will
be staying. Instead, the are- told to reassure relatives and
friends that they will bg in touch. - . ‘o

finds her. The man who is*hg; at- the door with concern and uhder-
tanding, though within strict limits, is likely to respond posi- "
.

he man who Pas been looking for his wife for three days. -~ pounding
of relatives, the police, and social service agencies

,

Wm Consider that a secret shelter does not involve the}community,

to the extent of a more visible facility. Members of the comgun%%y
aréLedﬁ

stantly-dropping in, as volunteers, donors, or just curious
taxpayers. Residents are.not isolated. They are treated, not
as,.battered women, butlas, whole persons capable of interaction,
accepting responsibi]ié&{{ﬁﬁd_making decistons. The-victim is
not hidden; neithergis the crime. . .

.

When a ‘shelter location is not kept secret, the chance of a woman
seeing or being seen by a friend-or relative is greater. Each
woman Is told that her privacy Is to a largék extent in, her own
hands. Shé is free gg;;emo&e herself from any interaction she
finds qnnecessary.ér uncomfortable. .Shefmay make or refrain from

making”explanations §o volunteers; friends, "etc. Visitors, volun=-
. teers, and*workers are Similarly.admonished about confidentiality.

Y
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Many questions, no casy answers o a

A persanal note from Gretchen . . . R

"T must add, at this pomt one o}' my mogt memo-
rable and szgmfwant experiences at the Community
Crisis Center, Joanne, a new resident of perhaps
three or four days; found out that ker husband kew
where she was and was on his way to find her and take
lgher home. (In fact, Joamme told his mother where she . .
was, - though we *had szﬁqgested that she tell no one.)
\As I walked into the kitchen for a cup of coffee, Joanne
, warned in a shriek, 'Gretchen,.you'd better go home. .
My husband is coming and he's very dangerous.' I was ¢
. immediately touched by her comcern for my weZZ-bemg,_ Co
" but alsa shocked as I aluways am, at-the depth of her .
" fYar. Sometiging, perhaps a stubborn streak, made me
say to her, 'I don't even know your husband. I know

me. So, I t be afraid of someone I .don't evenr~
. know. I cope with more realistic fears everyday and ‘e
" now that you are :’eyé, 8o do you. If we acted on even

he has ou, but ke. has never been abuswe to N /

the most fealistic,Jwe, wouldn't even cross the street

in hearing traffi® &r. take a bath, in our home.' Soon,
though still shakmg with fedr, Joanne was no "longer
hysterical. We were able to diecuss her optiong --

her power.-- and make plans for his visit. The children
were put upstairs in the playroom with a volunteer, ] ‘ :
Joanne went to her upstairs bedroom, and two staff @ - ) .
membere agswered the door. 'We bet.you've worried- =~ S

+ . about your wife and kide. Joanne and the &hildren ave ,

fine, but she-doesn't wisMyto speak with you. .We would,
be happy to talk with you. Would you-like a cup of
coffee?' Limits were clear; boundaries dvawm, concérn .
.expressed, poyer distiributedy and to this day, though . ’,
he .and Joanne .remain separated, he thinks of the Com- ‘
munity Crisis Center- -as a place\that hel ed hun! "

The prevlous d15cuss on naturally combine‘sawith a discussion of .

men and their relati nship to your shelter faclll\y' program. |t .

is obvious that the Community Crisis Center does not" ban men in wly

any way. In fact, all services wi'th the exception of shelter are ’

extended to.men. Of course, there are at least two'sides to the

Issue and some of your considerations should be: ‘ .
o v

'\. “
o . [




+-o: RN will_give up all hope of reconculiation

¢

" Many questions, mo easy amswers -

By denying men visitation or access to their children
are.you denying their legal custodial rights and recog-
nizing only the custodial‘rights of the.mother? What
is your legal positlon? :

Is it preferable for- the woman ito"be able to deal wnth

her husband, at least minimal1y, while papers are served,
injunctions attempted, etc.? While she is staying at

the shelter? The alternative is to have to deal with .
‘him at some point after leaving the Center. To not "'deal"
with him at- all is usually not an option. :

- ]

P

Are you working effectively against domestic violence
if~you do not involve, even minimally, the men? ‘The
Communlty Crisis Center, faf, instance, is currently
working wkth the second battered wife of one batterer -
they worked with a girifriend in between the wives.

' dt. is too expensive and dangerous to not have talked
with him gr~the’ chance that he would recognize that HE
has the ‘problem. M\

@EINK“LAB@U@ T

J . $ .
of course, when working with the men during crisis intervention
counseling or within a group, it must be made clear that the-
Center is not in any’ way advocating reconcil~
" fation. Whatever help the man is seeking
must be sought for his own benefit. and not.
wi ptinthe sole hope of ''getting his wife
‘ba k“"bThe cdunselor/group leader must be
careful’ to clarify the shelter!s position *
but it is Unrea}tstlc to expect that the

[

<& ‘.
By. excludlng men, will you be denying your
residents,*children particularly, the opportunity to know/see
non-vnolent'males? Male volunteers, even staff members, could
serve as valuable, non- violent. role models. Ah experience at
the Center i1lustrates .this: T e st S
While.at the Community Crisis Center, Vicki demonstrated <an’
.obvious fear of men with beards-or mustachés.  Her dad was so ‘

" - proud of hisl In fact her shrieking and hiding so bothered -our
. ‘summeg maintenance magv that he eventually shaved off his beard.

A conference betw the Center staff and Vicki's mom resulted
in a plan, for Wednesday evenings to become Vicki's ""dinner with
Uncle Wayne'!. night. ‘Uncle NaYne had been a volunteer at the
Center for. ' “Several months. .He is a quiet, gentle man-with an
1mpressive beard. In his low-key but persistent way Wayne arrived
Wednesday after Nednesday, ate dinner, read stories, sang songs.
Soon Nlckl was telling everyonetabout “her“ Uncle Wayne. One day

©
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a staff person asked how she l'iked Uncle Wayne's beard.’ Vicki
quickly replied, "My Uncle Wayne doesn't have a beard.'': She

‘ saw it but it didn't matter -~ a small effort for volunteer and
staff; a big, important step’ for.Vickl. .

1 hd N
. —

. GRABS ROOTS - WOMEN TO WOMEN vs = -

PROFPESSIONAL -- MENTAL HEALTH MODE

- ) . ¢ .

O It—ls not possible to make_a clear cut division between what

appears to be-these two easnly separated issues. This is because

most successful shelter programs represent a combination of the

two. Again, the choice is one 6f focus and emphasis. Most shel-

. ters have begun as the result of grass rootgﬁefforts but because

of funding requirements eventually find it necessary to become

“more '‘professional'’.
The Communlty Crisis Center has grown in just that way, beginnin
as a totally grass roots_ organization ahd stopping just short of
mental health funds and programming. Theé Center feels it neces-
sary in its community to avoid association with the mental” health
community, though. such ansassociation can work in other areas.
‘However , professional client: -and administrative services have

.. always been a primary goal. Providing service on d professional
‘basis is often’ultimately the only way to survive. *Funding seems
to- flow, more’ eassly to structured programs and standardized pro-
-cedures. Without -debating the 'rightness'' of that situation, it
[ isza. recognized,reality, Because the -Center believes women are
entitled to the best sefvices poss{ble and becausé those services
cost money, a° professlonal perspective has beén adopted. The
Board, the volunteer, the program, and the community - lnteractlon
still reflect grass roots participation. . s

L .. : ) / Y
Y ‘ . 1y
. .
.

1‘ ¥ N
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“You will meet other issues. Th y will be complicated and emottonal
-ones that would be easier to.overlook. But, know that you WIII

g;_/,_ . eventtfal]y be«forced to do:aal wi:’h’ them. ... ‘ . )
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The name of the game ‘

Information and Referral
Crisis Intervention and Counaellng
Case~Management
- ‘Advocacy =
Swpport -
Community Education

. .
. ~ -

Although the ultimate service a shelter provides is. the option

of leaving a crisis situation and finding a safe environment, the

shelter facilfty is the logical extension of inforntion and re-

ferral, crisis intervention, and advocacy services. It is also v .

the most appropriate location for those services and for support

services, case marnagement, and communlty education. This is, be-

cause of the shelter's twenty-four hour availability and flrst-

hand knowledge ‘of the problem. of violent faM|l|es. _ ¢
L4 Vo

The services a shelter provides are determined by the needs of

the client and service gaps within the community. The needs of"

the client are physical (food, clothing, étc.), economic (job,\

welfare, child care, housing, etc.), and emotional (support, |

counsellng, therapy, etc.). Each service.present in the communlty

which may meet one or more of the client's neéds must be evaluated

in terms. of avallaplllty location, hours, staff; and adequacy:

staff, knowledge, and goals. A service-&annot, however, be adequate

-

if it is not available when most needed. Often it is this lack B

of availability that makes it necessary for-a shelter to provide~

a partlcular servige., For instance, . the community may provnde an v,
adequate clothing center available at low cost from nine to five
Monday thfough Friday. Good! But not adequate in terms of your
‘residents who_come in on Friday at 11:00 p.m. and have no money . \
What .will they do untll Monday at 9:00 a.m.? Then what will they

do Monday, having no money? The sheltér ‘needs to provide emergency
clothing for such a sntuatnon. . .

->q
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“ leaf notebook and again cross-indexed. . . , '

[y

The ‘m&m?o of tmwmo'

. INFORMATION AND REFERRAL

°
A Y

Current, accurate, and complete infor-
mation -~ quick, sympathetic, and
thorough communication of that infog-
mation -+ those are the eleménts of

a successful Information and Referral "

) will be necessary for you in person
. as well as in your telephone contacts.

Obviously, such a service requires trained staff, a
private setting, and a super collecting and filing
system for easy access to the information. The Community Crisis
Center operates the crisis intervention and emergency services
line for most of Northern [1linois. The following is a 1i t, of
problem areas representnng the most often requested Inforfation
and Referral: . ,

“<

, child abuse interagency conflictéi LA
child care . legal problems
N ' '
N divorce problem pregnancy

rape

, drug/atchol treatment . psYchiatrjc problems‘
” cogsumer problen}?ﬂz "

" ‘family problems - " suicide ' 7

financial counseling transportation

~ woman- abuse . . ) T

”
v

Benng prepared with sufficient information is the most difficult
part of Information and Referral, fol lowed closely by the necessary
,24 hour™ staffing. It is nmportant to capture and record all possi-
,ble sources of help availablé in your area. Begin by translating.
your original needs assessment_gontacts into a rolodex card.file
of agency- telephone numbers and services. The cards, as the fules
increase must be 'cross-indexed by 'service -and/or locatlon Also™
' itwis helpful for, new information and Referral staff if the rolo-
‘dex is backed up wuth a.complete descrnption of the agency: policy
~and seryice. These desc?iptlons may Be best filed in a loose-~ -

- All staff members and volunteers are- reqoired to seek out and re-
cord all possible "helping agencnes” and resource people Updating
-the Information and Referral files is also a shared responsibility. ..

50 58
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~woman who cannot yet admit she is a victim; and

- that she ‘is a victim of .abuse. What began and could have ended

«counselnng

. N
- 4 ., o .

e

1

~
The nams of the gams

! &
with perhaps oné person apponnted‘o Leck for outdated or incom-
plete information every ﬁwo to th nths.

You may:want to consider, since you will ,need tq ' -
acquire a vast amount of data, extending your tele-

phone Information and Referral se«vice to the
entire community and to crises other than do-
mestic violence. In fact, such a service is
usually easy. to ''sell" and proves an excellent
use of staff time and .training. By fielding
a-wider variety of calls, you will have the
opportunity to establish a rapport with an
abuse victim, be less likely to “'Tose" that

become, familiar with the multi-problem situation of

many violent families. In short, a crisis line, established

for the purpose of Information and Referral and able to handle more
than the call from the declared victim of domestic violenée, will
ultimately provide better service to all victims. For instance,

a typical call is one in which a woman asks for.a legal referral.
Careful questioping by the case manager/counselor leads to a dis-
cussion of .divorce, legal fees, etc. An attitude of interest ahd
concern on thespart of the case mdnager enables the woman to dis-
cuss the divorce, her feelings and whether or not violence is
involved. Many times, the woman ‘s relieved to have the issue of
violence ‘raised, and she may be able to admit for the first .time "
as a simple iegal.referral Kelped a woman to define ,her situation,
begin to explore options, and become aware of available services.

‘Tetephone Ihformétion and Referral differEjfrom a "rap'" line.
The caller is not allowed to "rap'' indefinitely but rather the
goal is toward a plan of action. Telephone Information and
Referral is really the beglnnnng of most crisis |ntervent|on

¢ -

/ 08}818 INTERVENTION COUNSELING

Counseling is a necessary service because it enables:the shetter
staff to deal not only. with the material needs, but also the
emotional needs of the-woman. Crisis Intervention Counselnng is

the service through which a woman can explore her feelings as well
as her options and learn to-acknowledge and express those feellngs..

It is important to remember that the person in crisis may exhibit -
extreme behavior-that could 1ead you to believe that she is mentally_
ill or-at the least hysterical. 'A trained crisis intervention
counselor will .know how to deal with such 'behavior. Therefore,

e
a
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" The name of the gamef >
" a counsellng capablllty provided by a highly tralned staff on a
*twenty-four basis, is an lmportant.-- often critical -- service.
-t Crisis |ntervent|on is NOT therapy Crisis intervention counseling

is short-term, and needs to be more directive .than therapy because

: of the limited time involved. Counsellng is essential and therapy
. . is often indicated. Therefore, it is necessary to have therapists
-vailable for consultation and/or referral.

PP . . CASE MANAGEMENT .

Case management js the service which helps the client devise a

"'game plan'' -- th: plan by which the client" will proceed with the
. help of all the services of -the shelter faCIllty Case management
. is a pulling together of needs and matching” them to resources.

Because of the, live-in 5|tuat|on, the shelter facility is often
in the unique position of »seeing for-the first time the total
family situation. It is an important-service -- seeing what HKas

. been done and what rémains to be done for/with a particular family.
Within the '‘game plan'' the shelter then assumes responsnbility for
interagency" communication and coordinatnon. £

o Anvocicr

-

Tf case management is the game-plan, advocacy is
the |mplementat|on of thate splan. -Advocacy is the
T *N\3 servicé through which the sheiter staff helps
cllents throug% the maze of legal, medical, social
,service, welfare and goyernmental red tape. This
often includes interpretive services for the non=
Engl ish §peak|ng cltents. s
Advocacy represents the outreach capablllty of' the
shelter. |t requires a working knowledge of agencie's’ and agency
people. The advdcate's. goal. should be <o, deve]opﬁ%t least one
coritact person in each agency to facilitate .comiunication and
problem solving. - ) PO )

[

&&

’

-~

The advocate must be careful about crossing the tine between_legal
"advocacy and practicing law without a license .and between med\kal
advocacy and interfering with the doctor/patient relationship.
Thase are fine lines indeed, and the advoca?e‘s attitude can make
the difference between successful advocacy and .alienation of the
professionals with whom she will be working. It is. important to. -
never pretend to krnow. Admit ignoramce and _seek the necessary -
- information. The client must be made aware that it is she who is
jn control at all times. The goal &f advqcacy is to become unne- -
tessary, with the woman learning to become her own best advocate.

-
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The name of the game
< ) At

_ 5 SUPPORT SERVICES - -
Supporit. services include clothing, transportation, laundry facllntles,
meals, chijld care, etc., as well as informal _conversation and support
group meetings. -

A

Support, like advocacy, may be provnded in bits and pieces by a
wvariety of agencies In your area. Such support, however, is often
provided at the convenience of that agency to facilitate paperwork,
scheduling, etc., and rarely to coordinate effarts in the Best inter-
est &f the client. For your residents, support sqrvaces must be I
availabté at the time of greatest need.. x
‘W
The Communiity Cr:sn; Center has found.that 3allowing former fesidentd -
to use the laundry facilities at no cost and providing meals when
. necessary, affords the staff a unique opportunity for program evalu-
ation and follow-up Many former residents stop by weekly,-often
—_— becomlng volunteers and ‘helping current clients as p?er counselors. .

Support in the form of drop-in or rap groups and/or ongoing suoport
groups are also very important. &un, the services are important.
.. to both residents and non-resndents. You should set limits to
these services =--- hours for drop-lns and number of weeks/sessions
for «groups.* This is so that you will not-be '"invading" your in-
, _‘house residents even though residents\ can partlclpate in and benefit
,~’ﬁfrom such groups.,

. . -
= [ [ . -

2 R

The CommunitY—Crisis Center has found it advantageous to widen the
focus for each support group. For instance, |nstead of a group A
specifically for battered women, staff eveloped }
. groups for “Ilfe-style changes'. Many f the
éL/ - - problem-solving techniques necessary for
changing- your life due to a divorce or. death
are-'similar to the technlques necessary far
the- new Ilfestyle of a former battered
woman.

When developing your group/support services,
+  remember that there are many victims of vio- _
lence -- women, men, and children. Decide early on what your
commi tment will be to ALL victims. Often a p\ace to.start pro-
viding services to other ‘than women/vuctlms |5\|n a support: group -
setting. You are then providing service in a strdctured setting '
wlthout signnf:cantly changing-your lemary foc s. 3 ,
;, : Provision of supportlve services to all, ‘aven th e who never have
‘ or never will be residents, cdn create an Eﬁbort Clty for insight
into the pre- or post-crisis family and an opportqnlty for follow-up

and evaluation seldom possible within the shelter program.
5.
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The name of the game
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COMMUNITY EDUCATION

Raising the consciousness of the general- public concerning the
subject of doméstic violence is the responsibility of the shelter
facility. 1t -has been the responsibility of countless othet
agencles and institutions;%;Weven our educational system. But,

in all the years they have*kriown of the widespread incidence, they

i

.

EN Y

have done little to increase awareness. ‘ . .

Yﬁe shelter facility,.its people and staff, need-to ,look at com-
munity education as the greatest hope for the future. It is, .

- therefore, a service priority in terms of your program.
person and/or a volunteer committee should be constantly

A staff
working

on ‘ideas with which to bring the subject. to the attention of the
public.. In-service programs for schools,:mental health wo kerss
clergy persons, police, counselors, etc,’are most imiortan .
These people act as ''gate-keepers' for|a .

wide variéty -of services. Speak to any group
-who will listen, utilize media, Involve family,
and friends. |[f shelters do not share |theiw
knowledge and experience, the public cahnot

be expected to change“attitudes and support

the shelter program.:

Community education provides the opport nity

and hopefully the neécessary community sdnctions

" for people who need to seek our help. llhe .
) ' AR entire thrust of .the movement against dopmestic

o violence must be toward the day when society. will sanction ahd

i support the steps necessary to encourage disengagement from &

' ‘ violent situation, rather than -supporting the institutions and

traditions that imprison a person,in that situation.

. . [N Ve
- . The ideal shelter ds a 24-hour, 365-day-per year
-cris?éflﬁ?ervention faci]ity\p{ovldTng'a safe en-

. vironment, all nécessary case managemént, advocacy -
* . and support services on‘an ongoing basis.’ The *
shelter staff shares the first-hand knowledge ‘of

R i the problem.of domestic violence with the community
e . - and becomes -involved [n'working foh nécessary.
, ‘change 'In attitude, toward and responses to ‘the

victims. of fqmi[y“013$

&
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STAFFING

-

The monumsntal challenge

<

Staffing your shelter will bea challenge.. Given the pressures
.of crisis work, the long hours of operation; the usually small
budget, and the fact that most crises happer when most people
would rather NOT be at work (holidays, weekends,.evenings)., it
follows that a staff may be difficult to attract and even'more
difficult to keep. Because of these difficulties it is necessary
" to be very clear about your staff needs, job descriptions, .and
perdonnel policies. .,

~
.

The shelter should riot overlook the opportynity to demonstrate to
the community’ the advantages of offering creative, flexible,
meaningful, and well-paid employment to women7— Successfully
providing such.employment, opportunities serves as an eéxample to

the entire comnunity and, in the end will benefit not only

shelter employee but the employer (the shelter) and quite possibly -
“the clieﬁfgresident. For instance,.some of the jobs at the Com-
munity Crisis Center can be ""job" or '‘project’ oriented rather

than directed at "'coverage'. The Volunteer Coordinator position
is*uch a job, making it especially desirable for a working mother,
Iff'he coprdinator finds ilt Decessary to meet with volunteers in-
the evening, her daytime h&urs can be arranged to compensate: Of
course, children are also welcome at the Community Crisis Center
should child care become a >roblem. * Whenever possible the opera-
tive word is "flexible'" with/a constant eye to '‘bmplete'.

This ;Eprbach?obvio ly ‘assumes a high degree of employee respon-
'sibility and commitment. It|also allows-for a high level of
individual input and suthori Y..” In fact, given the commitment of

its staff, the .Communtty-Crisis Center has found’ the danger witHin

e suchﬂa-ﬁlexéblelpléﬁ lies not| in someone hot doing enough, but

in“sopeoné (possibly everyone) doing-too much. That being the
. case, a brief discussion of "Burh-out''.seems in order, .. ¢

[y

Burn-out happens because of invoivement but thrives-in isolation, —
. Helping-people -who do not have an opportunity to vent frustragions
as well as their aspirations arz going to.dump more and more on-. .
theﬁselvgs. They will see themsEIves as increasingly ineffective
- - ‘ . ‘. o
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and' not knaow what to-do to turn the situatjon around. Helping- - .
people are often people with high ideals -- high, almost impossihle. .

l-‘—‘ ;
standards. Not only are others.likely 'to fall short but the T4
he]pingwpeople are always ''letting thegfeéves down.' R

v

The particular demands of the shelter's Yive-in situation seem -
to increase the possibility of ‘burn-out. Due to the usually
small staff the burn-out of one staff persan affects the total -
. program. Staff members should learn early to diagfiose, treat, and
- hopefully work toward prevention of burn-out in themselves and
"their fellow workers. Total preventioh of burn-out is probably~—~f
impossible,, bué/lt Js possible to lessen the pain and speed re-

covery. Some uggestlons ., '
. . | - ’ “ ¥
. ; Consider your lifestyle. Have you become lncreaS|ngly -7
dependent upon your work, fellow employees, and/or
. activities related to work? % *
¢ < o -

Become aware of the time yo\” spend ln actl-/
vities related to your job that have become
sncrea51ngly d|stasteful to you. Are you

-

you Yrequently overwhe]med?

ook to the power structure in your org ni=
ation. Do wyou feel you have anything to \“g;/,
about the direction ofYyour job or the ‘pﬂ’// F
level of your authorlty? Are you firee to qu
suggest and/or initiate changes? If you are, = W\ — -
free to do so, do.you have the nepessary eﬁergy? =

> s 4:
took at your attltude -- has it changed? Has your job . N
cﬁanged your basic personality? Da you feel your job has -
caused you to become critical, bitter, less idealistic,
more suspicious?” Do you often feel as i'f you have learned
more than ‘you care to'know?' . .
« ¢ . - * ’;" <
Y - . a
*Befare you jump to the conclusion that Qou are not only'EE?EEa- E
" out, but aiso-ih the depths of a depression, stop and realize Ch o
thdt all service-providers-will have a bad day, a bad week, or .
** _even a bad month. You need to exam}ne your predomlnant mood/ T
sprevailing attitude. Are things == are you -- gétting worse?
"What can be done?; . ' '

&%
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It may help to: ' T -

4 , A

Begin to make realistic commitments in terms of time
and energy. In other words don't set yourself up to
fail by trying to do too much in too little\time.-

Diversify socTal and business relationskips. At

‘work, pursue interests both within and B yond your . _
job description. Find things you like to.do and do &
them. At home, begin a new project,]make new friends, -
renew relationships. \

Open.up to the ''good things'. tisolation will protect
you from more hurt, but also from possible strokes.

Open up to other staff members, tune into the communi ty,
share your feelings with friends, and begin to take .

credit for your successes. ,-
Téke care of yourself physically. <§§§‘§nbugh rest,
- proper food -and exercise. '

it i.@.)@j@ﬁM@

< ™

/

ﬁ% Remember that YOU are in control of you.  Your job will
. continue to make demands, but the extent to which it -
affects you, is your decision/choice. Take responsi-
. bility for making your job better -- more interesting,
- perhaps more stfteamlimed. You- know your job. Use
- that knowledge to make- it better for you. Usually,: “ .
that will make it ®&tter for everyone. ~ y 'E%_
) ! <

N ‘ o _ % *
~Xaurn-'out is a very real problem. It will be a problem’ for y‘&r
5helteré§taff.‘ It is important, therefore, tg,attempt to struc-

°

ture th&program with«an eye to,mirimizing the incidence and
impact ofj burn-out:

[:>,COMMUNICATION: Communjcation among-stafg'members must be
' open and caring. Often it is easief to $pot burn-out
‘symptoms in someone else. It is importafit to be able to point
qut those symptoms in each other. ZJS B .

N N A . LY
_ FLEXIBILITY: Most shelter staffs must depend on ‘teamwork
X in order to provide the necessary service. Therefore,
each staff person must be flexible ~~ helping where needed. -~

“filling i# during periods of illness, fa*igue, burn-oMt, etc.

POWER: Each person should .be made -to feel that they have

. some power within the total power structure. Individual
input should be of equal value and credibility. A feeling
of powerlessness contributes greatly to burh-out. Recog-

—
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The monwmental challengsy ( o

. )" 2o '

nition of ihdividual zalents and unique contribukidny must be
provided to staff as well as to clients.. s

. ' ~
HUMOR: Humor, yet another form of communication, is a crucial
[:> outlet for the frustratlons of helping- people. Laughing at. the .
bizarre situations or perhaps at our helplessness against, the,
system is often the best defense against butn-out. Somehow, -
finding the humor in a situation can help to put it in perspectlve --
to see the shelter's efforts as not indispensible, but as the €
. ''band-aid" it so often,turns out to be. Taking ourselves too
seriously, thinking—we-are cappble of helping ALL people to make
m necessary changes -- the white horse. syndrome -- will Iead .
very qulckly te burn-out and maybe depression. . -

_ This is by no means a gomplete discussion of the subject of burn-
out. It is included here to emphasize the existence of the prob-
. lem.> Staff burn-ouf has .been and will always be a probleM within
L ' shelter‘Rtograms and”of ten leads to a hlgh rate of staff turnover.
Co To be forkwarned isg to be able to build in as _many precautlons .
as possible. -
Further reading: ."The Staff Burn-Out Syndrome'', Herbert J.
Freudenberger, The Drug Abuse Council, Inc.
__ 1828 L Street, N.W., Washinggtor)), D.C. 20036

.
' L) - ¢

. — '

, ) s-rarrme NEEDS AND parunns | / ’

£4 MIght be helpful to develop on paper a '""dream' staff -- one

which would provide optimum service assuming you had unlimited

fu;gs. Then, working backwards towards reality you can arrive »
. at'acceptable’end’affordable staff coverage. . "

|
) . Be aware that in choosing some staffing patterns you will be . }
A spending a greater percentage of your personnel doL}ar for the .
' coverage of ‘Tow-crisis-incidence times. For instance, if you- -
choose,.to have a MSW cover the daytime, 40 hours per week,
. and have a graduate student on duty after—hours ‘and on week-
ends, your MSW will not be dealing with the majority of crises
though she' will no doubt have a higher rate of pay. .It was
*e for this reason the -Community Cr|S|s Center developed the position
ﬂof case manager/counselor with a rotating schedule . The job ) L
» description is as followsz




s

. " Maintain and lect accurate statistics. .

'.‘\’ Y N - . . ) 2 B -
. N . % .
. The monumental challenge ! -

N ’

{ P CASE MANAGER/COUNSELOR

Id
Attend weekly staff meetings. - - N
Attend ‘monthly board meetings and gom@i;tee meetings as -
requgsted by the board or director. '

Provide consistent crisis intervention counseling by ~ _ .

> * telephone, to residents, and to walk-in clients.

. . 4 '\
.. .Be responsible for the safety and well-being of + ‘
shelter residents . :
B . o~ L N °
.Be ‘aware of—lqcal and sogial services and available -
resources, - .
Be responsible for accurate, consistent, and caring
information and referral services. > ) - .

Be rgspeﬁsible for clear, consistent inter-agenc
communication.

’

Prdtect‘confiden;iality of the client at all times.

P

Contribute to and participate in daily case managemeht - L+
"*and review. .o \ - .

Participate{n coMwynity education programs. : ' - <

» - . "

. ' Assist the administrativé’staff‘in-p]anning and ‘program .
. development x__ ’ '

1

e — Dévelop and coordinate programs for meeting the needs

‘ of clients - in areas such as child care, nutrition, I
family relationships, housing, recreation. | . —

Provide staff coverage on a rotating basis, 24 hours .
~ . a day, 365 days a year, within the ‘guidelines of the . <.
+. « Commuiity Crisis Center agreement.s ¥ —_
s A a B ./i
* The "shift'" pattern for the %ix,case’managers‘is slightly come
fusing. I't'is helpful to pick :a number (representing a single] - -
. case yaﬁager)‘and follow her through the wyear. ,‘Each shift‘is‘ :
worked for*four weeks.. In 3ddition, each case manager: o '
“chooses to work one major and .one minor, holiday .-- éach a 24" - : ‘
hour- period, - . * . ) , ~‘\\\
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The monumental challengs

> N - .

-

SAMPLE CASE MANAGEMENT/STAFRING PATT

- (5 case managers -- double stéffing on ‘weekends)
‘ s

7", . MONTH 1 "HONTH 2 MONTH 3 MONTH & .MONTH 5
' (4 wks) (4 wks) © (4 wks) (4 wks), (b wks) "

—

8amy bhopm | #1 #3 " #2 #5

.

spmo- 32 7m| 2 #5. # #h

12am-8am| #3 s #2045 #

{Weekends - - . , .
8 am Satur- 'f  #4 #g L #3 ' #2
day - 8 am ’ o . :
IMonday #5 - #2 ) #5 #3-

" [Major: Holidays: _designate 5 by consensus

Minor Holidays: designate 5 by consensus

‘
EY ¥
£ 14

—~

Case managers/counselors form the base of. shelter services because
they sglve the problems of 2h hour caverage and they prov:de
consistent, direct client services., Of coyrse other personnel is

" necessary to "thetotal shelter brogram At the Community Crisis * ..
Center those additional positlons lnclude e L e

. .

Administratjve Staff T
- Diregtor® - ) t
- Assistant.Director* .
Client Services ~A
Case Manager/Counselor
s+  Advgcate* .
.. Supportive Services,
' Volunteer Cpordimatar#
_ Office. StaH‘I0
’ Secretary.
Bookkéeper
¥ Household.Staff '
) JHousekeepgr
) Malntenance .
y . XJob descriptions included
fn this structure lt Ls not bossnble fot each posit;on to be
responsible for a s:ngle service. It is assqmed that all staff

members with the possible exception of office .and household staff,
wlll hpcome involved. in comqynlty educatlon, publvq{relatlons, etc. .

'y L]
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The §eek|ng “out of, plannlng for, afd scheduling of speaking
engagements is the joint respon5|b|l|ty of the Assistant Diréctor

=~ and the Volunteer Coordinator.” The Dlrectot assumes responsibility -
for funding and grants writing with the input of the entire staff. 32%
Common combinations found in other shelters Snclude: secretary/
bookkeeper, case,manager/advocate volunteer coordlnator/publlc
rélations..coordinator. ‘ - e

The monumental challenge

v, ¢ -

For optimum flexibility it is important for the Director and the
Assistant Director to be trained as case manager/counselor.-and/or

~ advocate. It is also helpfuh if there is a sharing of otheq dqtles
‘such as typ:ng. filing, answering phones, etc:

P

Mf[éGELLANEOUS THOUGHTS

AN

There seem to be two ‘basic philosophical issues involved in
any discussion of shelter staffing. First, the volunteer
versus’ the paid staff, .and .second, the grass roots versus
the professional counselor/social worker. Each shelter board
should comé to terms with its particular point of view. kn
terms of long range planning and fundlng a combination of
all four seems to be the most sound decision. Often what js
started as a grass roots/volunteer effort develops into an.
grgahization with-paid, professional staff. Though that is
a rormal growth pattern, it seems lmportant to retain a grass
roots and. volunteer staff as a demonstration of communi ty

’ support‘and economic service.

When fﬁhding staff'positidns do not overlook work-study
agreements with Tocal colleges and universities. Student
imterns from many fields including sociology, psychology,
medncune, law, home economics, etc., may be interested ln
- yeur facnllty as a possible field placement.
It may be possnble to provide your after~hour services inex-
pens*yely by attracting students in réturn for room and
Jboard.. You will need at least two so .that one can.be on
duty at atl times. . The Community Crisis Center used this
- plan for the first elghteen months of operation. It did
cause some problems, however, as the burn-out rate for live-
in staff was extremely high,, The reality of the situation
“was that the live-in staff was never really off duty. |If
‘the* person. on duty needed help she called on ‘the person
‘upstairs who may’ have been, planning a quiet evening at home.
|t became neg€3sary for reS|dent counselors.to arrange a
"homé away from home'' where they could safely spend leisure
time. Also, in such a plan the students often handle the more
'"heavy'' crises because they usually occur after five o ‘clock
and on. weekends., . .

’
.
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During the early stages your shelter service, a volunteer |
. coordinator could be crucia your program. . Her job is to
seek out people who are able and willing to contrlbute valuable
-~ and necessary services. Among those necessary services can
be advocacy, house maintenance, and community education.

' Because the volunteer coordinator is primarily. goncerned with
) recruiting and training the necessary volunteers, the volunteer
- coordinator position will 5|gn|f|cantly increase necessary

3 ) personnel -- economlcal]y too. -

.

With a limited budget, a beginning shelter program could pro-
b vide a complete shelter service with a director, a volunteer

coordinator, anh advocate and two or three live-in counselors.

Of course this is assuming greater flexibility on the part of

staff, a willingness to wear many dlfferent hats, and relatlvely

small client population.
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~— JOB. DESCRIPTION -- EXECUTIVE DIRECTOR

Y

Conduct weekly staff meetings :

i »

Attend monthly board meeting and board commi ttee meetings ',
as requeste - ’ o

Maintain policiee as established by the Board of Directors

Provide f:;*iéchrate records and statistic collection

Prepare p oposals and funding reggests

-
Be responsible” for all Community Crisis Center correspon-
dence o

1

Maintain records of corporation

v -

Maintain relationships with funding sources

Be responsible for ‘the provnsnon of consistent client

serv:ces
Be responsible for case management (counseling and referral)
as -necessary : .

a r

Be responsible for public relatlons, communlty educatlon
communication and tra;nlng .. R
Serve as liaison between the Community Crisis Centér and-
bther agencies, legal representatives, etc.

"Provide trh{ging to interns and trainees

Provide technlcal assnstance to groups worklng to estab-
lish a shelter facility ‘




JOB DESCRIPTION -- ASS1STANT DIRECTOR

Attend weekly staff meet ings

Attend monthly board meetlng and® board commi ttee meetings o’
as requested

Maintain policies as established by the Board of Directors
Be responsible for direct supeavisiéqaaﬁuall personhei\\
'Request CETA positions and CETA personnel -

Arrange for internships and provide superV|Slon and
" training to interns and trainees

Seek funds for site .improvement
Be responsible for public relations, community educatibn
and the necessary scheduling of staff

Provide case manageméﬁt (counseling and referrals) as
‘necessary e . -

Collect .statistics and maintain records as required

Be responsibfe for site maintenance -
Provide technical asslstance as requested.by groups working
to establish a shelter facility

.

o
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JOB DESCRIPTION -- VOLUNTEER COORDINATOR -

Y
e

-
. .

~ Attend weekly staff meétings.

A -

e ) Attend monthly board meetings and board committee meetings .

as requested. -
° . o

Maintain policies as ‘established by the Board of Directors.
Consult with Community Crisis Center staff to determine
. volunteer needs and responsibilities.

. '‘Recruit and train volunteers as needed. -

Supervise and evaluate volunteer performance with the help
.of Community Crisis Center staff.
. N , f4

Plan and conduct regular meetings of volunteers for infor-
.mation sharing, support, and additional train?ng.

_ . . o )

Provide for formal and informa) }ecognition of volunteers.

. . © +Participate in community education and information-sharing
. programs. - . i

_Arrange‘éhergency°services for clients as needed, e.g.,

transportation, and child care.

) Maintain accurate records including: s
- - Daily phone log . ’

‘ : "~ Monthly volunteer schedule (calendar) _
Tabulation of volunteer hours/in-kind value
Donated. goods and money
Schedule of, special events

~Application forms _

Volunteer expéenses
List of active and jnactive volunteers

0

S;Bport volunteerism in general.’

N 4
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JOB DESCRIPTION -~ ADVOCATE/ADVOCACY PROGRAM

“\\c s
Attend wedkly staff meetings - o . .

*Attend monthly board meetings and board committee meetings
- as -requested.

Assist “in planning and implementation of LEAA Victim Assis-
tance program’under the supervision of the Director. .

oy
. 1 § N ——— . *
—_ ) Coordinate, train and schedulq Crisis Advocates; implemene\MN
- LEAA Crisis Advocates Program. \3 s : T

Establish, with assistance of Crisis Center Staff, basic
program policies and progedures.

- »
Coordinate and implement community and agency education
programs in order to expand awareness_of the problems of
domestic violence victims, resultihg in increased coopera-
. tion among and between agencies and the Crisis Center.

~

Act as-liaison between victims and the law enforcement,
legal and educational systems, the medical profession
and sqcial services agencies in. the area.

- v - . ld ) . .
. Recruit, train and.maintain necessary manpower in the form
- - of Crisis Advocates. &
) , > 7 v
JAftef need -for advocacy is established by case manager and
'cgmmunicateq to coordinator, the coordinator Wil provide
for the necessary advocacy by responding herself and/or .
- by directing and supervising a Crisis Advocate. -
” . ’ Will determine what case information should be considered
*(\3 critical to the advocacy and therefore communicated to the
‘ . «-Crisis Advocate. ; ) o
Maintain communication between staff and Advocates, coordi-
nator and Advocates, and community and Advocates.

Maintain records and collect statistics a$ necessary. -

Develop system for program evaluation and also individual

. Advocate effectiiveness. J 7T
{Crisis Advocate: A ‘vdlunteer providing advocate services
who has been trained by and is under the direction of the

. Advocate Coordinator) ' CERE
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- Who, what, whers, when -

-

v ]

There will be a gréat demand for your shelter services. Some-

times that demand will be inappropriate because it will have!
originated with people whose needs are beyond your capabilities.

In order td provide optimum service on a long-term basis, it

is necessary to tailor prospective residents to your service
capability. . \ -

-
.
-

. - Such limits become the policies of your facility and, though
based on your philosophy, they also are influenced by concern
for the client, concern for other residents, and respond to

. various funding restrictions. .
. - Located somewhere-between ''philosophy'! and\:?ﬁxef“, policfes can

be divided into four categories:

+ -
CLIENT STATISTICS: Age, sex, general health,.alcohol
- . * » or drug-retated problems, number, age, and sex of
children. . ; <

PROBLEM AREAS: Divided into appropriate and inappropriate.
For instance you may decide to house only victims of do-
mestic violence and not to house people who have been y

. - evicted. Funding may also be limited to a particular
. problem as well.

LOoa e GEOGRAPHIC AREA: A decision largely dictated by funding T \
¢ and the number of people involved. Also, the transpor- .
' tation situation must be consideded.

- - - . Y .
MANAGEMENT CONSIDERATIONS/TIME: Temporary or extended e
stay -- consider that when the demand for service is PR
- o great a stay of three to five weeks maximum will allow
- for services to a larger number of people. Some shelters,
' including the Community Crisis Center, have found that”
it is necessary to limit the gheTter option §o one time. .
Originally this was due to apprehension om the part of ™
.. fuid'ing sources thinking that the "crisis" would become
‘a "habit". 'Keep in mind .that" the Community Crisis Center
does not deal exclusively. with victims of domestic vio-
. lerice. All other services are available on an unlimited
- basis. - ! )

1

“
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Who, what, where, when

A clear statement of policies is n
of your position and your image in the community.

in the community in which there are \few shelter opt
tendency will be to ''dump" on

than you have beds.
them. *

4
. >

d

your facility for no reason other
Establish your policies early and stick to°

stablishment
Particularly
ions the

o *Rerad Py
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Trom imtake to .follow-up

:' . ‘
Counseling withirr the context of the shelter services varies in
spurpose and approach. The services a shelter offers through
assessment of community and client needs .will, in fact, delineate
what counsellng procedures are to be employed. ‘As exempllfl'ed/~
in the format of the Community Crisis Center, counseling pro-

cedures can be adapted to the following specific aspects of the
shelter service areas: ) .

, \ re

Crisis intervention counselingg2h-hour hotline-

Counseling clients on a 'walk-in'' basis

Intake, assessment, and evaluation of a shelter
candidate * .

_ Environmental engineering and referral hook=~ups
for clients '

~.Group counseling

Health care and nutFjtion counseling

Counseling in skill building...

Family counseling « B

Counseling services for chlldren

Marital and individual counseling for spouse/mate

Termination of shelter residency

Follow-up and discharge planning

. o]
The counselor” working in a multi-mileau setting of this nature

. must bt abJe to adag.%é variety of skills in order to meet the
. needs of cllents and Fesidents. The following is.a.breakdown of

//,5 the procedures involved in shelter counseling servicesy based

on the experlence Yof the Communlty Crnsns Center.

INITIAI- CONTACT WITH CI-'IEN'.I.‘

‘ ;29/{n|t|al client contact may occur in a variety of forms. The,

jor ones are: .
. lllCall made to the shelter by the individual in need ‘of
services.
Yo
—_— i 2




~ o,

PFrom intake to follow-up

. .

mmm Referral of a client by, an agency,‘frieﬁa or relative
4
mmm Client coming directly to the shelter facility on a
walk-in basis for_.counseling

,N'A'J;nnm OF INITIAL CONTACT

: t
The contact may take one of three possible forms/directions:

mmme Information and Referral:

.mm To talk

mmm Crisis situation

/
In order to differentiate the presenting needs of the caller,
the counselor’ must assess through the context of the conversation-
the precipitating event that triggered clieng contact, what the -
cliept identifies as the problem and the und rlying causes, and
what the counselor discerns the presenting problem to be and
what strategy is to be employed in assisting the client.

Crisis intérvention counseling incorporates the use of Tistening
*and empathy skills., These are vital skills in developing an
initial rapport, allowung the caller to ‘express anxieties and
‘concerns and collecting information about the client's situation
and immediate needs. Through the initial process, the counselor.
should be "able to distinguish.whether the caller would best be .
‘assisted by making a referral to a specific, more appropriate
agency or agencies. Possibly the caller can
benefit by some information that the counselor
could disseminate on the phone. On the other
hand, the counselor may realize through the
caller!s conversation that the need at_the time
of the-call is to '"let off steam” and snaply
have*someone listen to° the problems withbut
need for referral or intervention. -

. In assessnng whether the caller is in a state
of crisis, xhe counselor must be sensitive to many cGas which
the caller may be communicating (either directly or indirectly) .
stating that she does not-have control ove emot ions* and/or the
situation; that she ™ is not ablé to make-a decision regarding
how to cope with the crisis, that she is e pressing feelings

. of hélplessness,, |solat|on, confusion, and/or a basic lack of
functioning productively in a _particular life sntuatIOn.‘

. Emotional indicators may take the form of voice inflections
of fear, anX|ety, tension, le ?by, depression, intense afger
indicated by crying, a low toée of voice, ‘excessfv%ly loud voice,

_paLLerns, {inebriation .
t . ~

'70'

loss oy lnterruptlons of brea




From ﬂ,imt&m@ to follow-up

\
or of drug- |nduced elatlon 4

' Further in the conversation, the counselor may ldentnfy a denial
- of the problem and/or the intensity of the situatlon The caller
may also indicate physical cues of'distress such as a loss of
appetite, sleepléssness, physical illness, and more severely a
, distortion in a perception of reality. These cues are manifested
through visual, auditory, and olfactory hallucinations, lgss of
& ~ limb control, and paranoid suicidal/homicidal ideations, ar .
talking in 'word salads'. Having assessed' the situation as criti-
'cal,, the counselor must |ncorporate the factors involved in crisis

interventlon counseling == it ort m and goal-directed; it
does not..attempt_to deal wif the. - ersonallty, but |nstead
focuses on the immediate needs of the, aller in crisis. Through )

goal settlng and other direction- the counselor will then attempt
to restore’the ¢jient to°a workable level of functioning.

Once the.client has achleved an emotional level of stability, the
counselor may begin- ta assist the caller ip the decision-mdking
process, If,‘at this pount, it is deemed that the shelter services
are a viable resource in supporting the client's decision regarding
her crisis, a referral -far ¢ounseling, intake, and shelter may be
offered and explored. Usually, an appointment for a counseling
« session and shelfer intake interview is arrafged., Obviouslys; in
~cases of extreme danger, the case manager/counselor will approve
one night's shelter over the phone in order ta assess ,the more
complicated and crltical sntuatlon

- THE INTAKE

Questions Which;need to be explored with the client regarding
- appropriateness fof shelter are: .
Y

Why .is the client seeking help at this time? Why now?

Has she sought help before? If sp what klnd and what
happened? Why didn't she follow through?

Is this a thought-out decision or is it a rash, emo-
tional decisjon made as a result of being hurt and/or
angry? -’ /

[
Can she see herself being without a significant other,:
with ut a man in her life? Has she ever lived on her
| own and been self SufflClent7

.
@m}.

i

»

Does she feel ready to leavé her mate/spouse jt this
point or are tHere other -altérnatives she would like to
try? (The policy at ‘the Community Crnsns Center is a
oné*fime stay. )

ZE“I-IL@'E.
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. From imtaks to follow-up

.

What is she fearful of? How dangerous is her situation?

What ddes shi want to accomplish whil€ at the shelter?

N Legal action,“Nwousing, employment medlcal attention,
% therapy, etc.? .

" What are her personal resources >~ monetary assets,
erot ional support from family and frlends, employment,
day care, transportation? - R

Is the shebter-faclllty the best optlonufor the woman ¢
and her family to accomplish her goals as opposed fo

In addition to

:7 out other optlons with frlends or famlly?

gathered on

he above questlons basic lnformatlon geeds “to be "
the family members.

"This inctydes place o
etails of situation, sex and age of chlldren,

-
»

résidence,

/ referral sources,

. .. on publlc assistanceé or |f employed, where, when and day care ‘+- .
. : gements, husband's_ emplqyer, financial situation, ‘e., bills
/ . . e, savings, current income), other agencies involved7; {if drug

and/or alcohol- related problems, plans. for both the immediate

future and long-term, and medical backgrounds of -the woman ‘and* - °*

"

|

her children.

Does the family eventually want,_to live in their.

original geographical area or to relocate in Elgln?
of the—area, do they have transportation -- a car,
drIVe cetc.? -

Once these questions have been explored thejcounse
able‘to determine whether shelter .is approprlate

{f from out
friends to’

-
-

lor shgﬁld be
Some typlcal

cases where shelter would’bé warranted

?

—\ N N

. A twenty-five year old woman from the Elgin area has

" beefi married elght yéars and_has three children,
ages two to'seven. The woman*wants to leavé her

" husband because the violence has increased in fre-
quency and severity and her husband does not feel .
that he's the ohe who needs to change * She has left
before and 9tayeg;wlth her parents. "She has returned *
because her husband promised to stop drinking and
go to counselrng He went once and refused to go

back. ~The violent incidents have,increased in fre-
quency and severity. Last wegkend he_hit her youngest
daughter. ' The child abuse precipitated her call. 0

The woman's plan is—to- get a divorce, apply for pub-
lic aid, and locate an apartment for herself and her
¢hildren. .She can't stay with her family because

she has gone there before and they are tired of her
husband's harassments. Her close friends simply do

L]

not have €nough room for four additional people.




A twenty r old woman who Iuves wnth her boyfrlend
calls for dhelter. Her boyfriend ha's’ lotked her out.
She has -an eight month old baby Checking ousr records;
we find that she has called gnce before. At that time
she wantkd to know if there was a place for a woman
and chisld Mo stay She has a‘cdr but no job or money.
4 Her boyfriend is not the father of the child and it
1o is his.apartment. She has no relatives in this state -
and only a few friends. .She is frightened and really
, .. has no one to turn to., ' - .
‘ /

. The shelter facility appears to be the best optlon for both these
womeh. The counselor should know that in dealing with domestic
vuolegpe cases one wi,ll often find them to be multi-problematic.
Be. aware of the possible intakes that involve drugs .or alcohol
problems or anyone who has a history of mental |llness Be
aware, however, that often women living in crisis situations are

P classified as Ymentally i11". Also, be aware of those families

g whose need for shelter .ls not a crisis but a questyle problem

unfelated to.violence. . The families that are taken into the

. o onecessary changes. , R

.

and the shelter should be the best place for them t&\accompllsh

LS M

0n£\\:hel£er is an optgon thé actual intake beglns ' This usually
does™not octur over the phone. An appountment is made or the
‘client may-come in immediately after 'the initial contact. When
® the ‘womgn. arrives at the center with her family it is a time of”

. general| introductions- The clignt is greeted at the door b¥_a
staff pew¥son”and usually this same staff person will accompany
her” thrqughout the enti intake process. Jpecial attention should

-be given to the children in helping them adjust to a new environ-
ment. 4t ‘is at this time that the staff person tries to make
the family feel at home. It is-important ‘to remember. that the

e £ family is coming to a new place, with new faces.and needs a *
’ -~ peridd of time to adjust. The counselor may of fer food or beverage

-and toys for the .children if appropriate. - After the family is
+ settled, the staff sits down with them and ‘gets basic information

, "'(name addreSS, date of -birth, sdcial securlty number,. etc.).

. At this tnme, the house rules and generalﬁbrocedures are gone T

. over. L ; '

My

‘ AJL'people sf;ylng at the shelter are eXpected to follow house
. rule% 1f.:thgre are repeated{violations of these rules, a family
may-be asked to leave. It is‘ﬁé&g expected that each famlly wi =
‘help” in- éﬁe cooking and cleaning”of the shelter. It is importagt
during the .intake to make the above clear in order that the
. e fami!y ‘understands how the shelter functions and what their role

14

shelter must not be dusruptlve to the other people staying there, =

L

-
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Frof intake ¢o follow-ap - . b

- life. As each person is unlque contingencies will vary from case

, would include lidentifying the problem area

- shélter L"dISCUSS d.  There is a general policy three weeks

. this is’to give the woman a chance to get adjustéd- to the.shelter :

other Commuity Crisis Center services. '

° * L4

f ‘ Ve Lt
# P
. \%~,/ .

»

s. When contracting to stay at the shelter, a woman agrees to
fulfill certain contingencies. Hér stay the shelter can con-
tinue only as long as she works on meetlhgﬁher contlngencles- -
Jhe Community Crisis Center requires that the-Woman agree to:
sthool wherever featible for all school- age chiddren; and if tHe.
family has met had recent. phy5|cal exams they must arrange for ,
them at the local free clinic. " In.addition to these coptingencies,
a woman may need to.apply for public did, seek employm/gt,.contact
a lawyer or lgok for hou5|ng in ordkr to beg|n to restructure her -

to case. The importan{ ‘point is that the woman agree ‘to work on
her, problem. The injtjal plan censtructed to do th|s will most;“
llkely change during-fer stay* - .
Specifically, t

staff pensm?1ﬁ11';;§tetout a |
servicesplan with" the woman based on the tontin-
gencies. They jhould do this together. ' In

his way, the Joman begins to be able to make
decisions for per life.” The service plan

- (Hous®ng, physjcal health, legal, etc.),

statl the objectives, making a notation

of any preyiolis help that has been sought,® ®
and deter ining.her plan of action. An - .
example 6f one problem would be legal. The?
objective may be to get a divorce. |If any

leagl ‘contracts have been made, this should .be recorded and the
plan of actlon would be to alert her lawyer as to her present
circumstance. As stated, the plan may change based on what is
available and what the woman*accompl:shes while staying at the
shelter. "Also while filling out the service plan form, the woman
is rquisted to sign a medical emergency release f?rm and infor-
mation é%Zes for the agencies which the Community Crisis Center
may contath on her behalt.

/

Orice a seryvice plan has been’set up, the length stay at the

maximum Stay at. thé Comiunity Crisis Genter. Upotr intake &he
.woman is offered only .a portion of the maximum. At best, one
week will be decided on, but often a day or two. The purpose for  ~

and develop a clearer picture of what she needs to- accompllsh in
.order to alter her llvﬁhg sntuatlon This initial tlme factor -
also allows the shelter staff to evaluate the woman's motivational
Tevel and to develop a team approach as to how staff members may
be of assistance to her if additional time is required.’ The
length of .stay is extended when it is determined that qg_stl

time is needed in order for the woman,to grganize and ippl

the available services. O0f course, even ?f shelter is no longer
necessary a woman is encouraged to take advantage’ of all of the

- - R\.-F""
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viﬁi@m,ﬁmtml}:@ to follow-up S

» A
°

.. ' EVALUATION OF CLIENT PROGRESS
S YR . " - .

While ,the woman is staying at the sheltef facility, evaluation of
her pm’g?eqs is'made by the staff through weekly staff meetings
baseq-on daily contacts made with the. client to discuss her pro--
gresg and feelings,. Weekly staff meetings serve as a time at -
whidh all team membérs involved with the resident can: exchdnge
information regarding her progress and also _discuss in what
furthér ways they'may be of assistance in helping her reach her

-~ ( -, goalsy The need for aeddiitiorial ‘length of shelter stay is also
\,/ ! discugedtand, the " specific tasks which the woman will undertake
. during thé coming week. are-covered. .

B R s @

RCLVR " OUT TAKE PROCEDURES

L * 3
» . s « . * - ‘o a )
¢
<t . Uspglly the decision to end shelter service comes when the con- °

= tinggncies orgoals set Gpon intake are fulf'i}led and living )
arrangeménts have been arranged. The néw housing arrangenient may
. take the form of either the procurément of an apartment or’ house
by the womarr, living quarters-with-a relative or friend, or a .
R . ¢ - referfal to anather shelter facility if indicated. Of course, «
- _the womar may choose to returm to her original situation. -If that
' is the case, she is encouraged to remain in touch with the Com-
oo muni‘ty Crisis Center <and, to try to bring some power to the rela- -
tionship to _wb“icp e is returning. '

.. . , ..

R Several forhs reldting to the client's.evaluation oft shelter ser- -~
) . -vice and staff performancesaré filled out by the cliént with the
. assistance of ‘a staff member. Within.the context of. the forms

are questions relatisg to whether the client recommends any chdhge

-

. "in the shelter services and program, and what. objectives, feelings;
. - -.andgog)s the client has Jfor the future. : Sometimes the client/
... resideht_has become particularly dependent upon the shelter staff.
in such €ases, terminatioh’ becomes an. ‘important, but delicate pro-

( . \‘ ) *cedure. .There g_fay be a need’to explore witirathe tlient, these

" +¢ feelings_ of dependency . in order for the client to gain a better

“%‘. " insight into 'intefpersonaF ‘dynamics and how this affects her rela-
tionship with others. ' - * o :
’ - . . - LY ‘ ‘ - Q
e . : v A-‘. .. * . - . i . . ° 1 .o
*.. . . TOLLOW-UP PLANNING - -~ -
-— A . . . R B

* . U . .t . . o °
An imtegral part of the out-take procedure is to incorporate some

* . tenter.continues to offer all services to.the client and her
.~ - -fami]y wifh_the exception of ‘shelter. 'These services include®* '
.-, individual, “group, family, and. marital counselipg;: adV¥ocacy and .
® .. referrals; and all other support"§(ér.vices. IR ,
’(‘l ’ ";’; - . @ . e e, S - . 3 *
' T 75 W PN
L T ',‘ ‘ T ‘:"- . . .”:ﬁ—‘-- ~

form of, fol low-up planning with the'client. The Community Crisis .

RS Lo - ¢ . . . N ’ LY
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From inmtake %o ﬂéﬂﬁ@mvemp oo N
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The client is given follow-up post cards each one marked for’a

time sequence up to'one ‘year after shelter. These cards serve R .
as a brief questionnaire regaring how the client is functhpning e ~ .

in her present situation and also serve as a request for staff .
contact.” A §ix5monthlfollow-uptforh is also dane to evaluate

the client's status at that time -- questions concerfing personal )
growth, family status, economic status, éhijdfen, family violence,

and "évaluation of other agency service®. This would be done in ° .
person at the Center. The six-month follow-up gives a more °* L |
detailed picture of how the client is progressing and what, it » . Vs

f

Counseling procedures ‘vary from shelter to shelter depending on ) e
community needs, board philosophy and staff policies. The afore- §
ment joned procedures used by the Community Cri%is Center serve .
as a possible framework on which to base shelter counseling

‘services. It. s not, however; inclusive of all pgssible services
and related procedures which can be a part of the sheqtef setting.

" anything, ‘they need in terms of shelter services.’ f

i

. - LI 4 ,
Sample forms used by the Center are included in }he following pages. .
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‘.. acase comes under Title XX funding. y

*

X

L]

[

s

SAMPLE FORM: CALL SHEET/SAMPLE FORM: SUMMARY AND DISPOSITION OF CALL

““,,’*M; N . )
& -
*

Every call tHat comes dnlfo the crisis-line. is logged on our' CALL
SHEET (see Sample -Form on
mation*is recorded on each-calli date, nnntlals of staff person
- who took the call, our code for the type of call it is, thé.case
number,. summary -of «the cabl - including deslgnatlon of whether

- - -
~ ¢

Our- code system is divided into two categories:' AD for all ad-p”

; ministsative calls; AC for calls pertaining~to our Actlon Grant;
i ADV for advocacy calls, VOL for calls pertaining to .our volunteer

program; 1A for Inter-Agency calls, CRI for communlty request for.
information calfs ’

Calls l|sted.1n the Client Column are: C for ‘counseling calls
where the caller presents a problem or crisis and needs the’
attention of the ,counselor on duty, 18R for Information and Re-
ferral calls where the oaller states the specific kind of help

s she/he needs, and an approprlate referral is made“‘ES'refers
Jto emergency'serVIces calls and is probablyruseful only to the
COmmunlty Crisis Center, where there is a separate phone line for

. after-hours émergency calls from clients of 10 other helping.
agencies”in our area that are open only during regular business
hours and ‘finally, Request calls coded RF - Request for furni-
ture Rt - Request for transportatnon,,Rcc - Request for chlld

* care, Rcl - Bequest, fof clothlng, and.Rfd - Rehuest for food:
Summary of the call incfudes 1dentlfy1ng |nfqrmation about the
client, the presentlng problem, any history of gmotnonal or
psychligrnc disturbance, and the counselor's 1mpressron of sthe
clienty current state. . A ae
DlSpOSltlon 1ncludes actron the - counselor has advised the client
to take, referral .to ether agencies, -and/or making an appointment
for the.client to come to the Community Crnsns Center.

AN & v

After a ctunsellng call ls.completed the counselor transfers the

"~ necessary nnformatlon from the—call*sheet‘summary -toa white 4x7

index cdrd. (see'Sample Form on following page) which is .placed
in the casebook £ach card contains the. follownng information:
.date, case number, caller s town, crisis.code for the probjem(s)
involved in the case, sex of caller, who the caller was raeferred
by, number of persons involved in the case, and summary dlSpOSItIOh
of thé call as transferred from the call sheet. :

These iteps are self-explanatory wnth the exceptnon ‘of .our crtsns
code yhtch‘has two parts: alphabetlcal categorles of crisis,
.and. a colored tag system: Our alphabetical® code is as follows

" A - Abortion; B - No Show (appt. nbt kept); C*- Chlld Abuse or
Neglect, D - Drug, Alcehol Problem;. E ~~Elderly; F -~ Financialj
.G -~. Gyne€cological, women's healéh; H.- Housing; | - Interagency

. ‘e . ; )

*
- . 14

*».
-
-

following pagez,ﬂ_gpe,fgllowlng infor- . -,
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. SAMPLE FORM: CALL SHEET
COMMUNITY CRISIS CENTER, INC. N
‘ ' 'Call Sheet. =’ —~
L S ‘ .- * Date’
’ " CLIENT  CASE K TITLE
ADM . ,
STAFF * CODE  CODE  NUMBER SUMHMARY T xx
‘ .e r . t + r -
R ' T -
2 .-
:S - . ‘ 'a
P' 4 s
A} >
) ‘;
\ l‘ )
. ‘-\ . ¢ “
SAMPLE FORM: SUMMARY AND DISPOSITION OF CALL
A jgonnumw CRISIS- CENTER, INC.
’.\ Sunmary and Disposition of. Call
| \\\_ G, !
S e | CASEN T\ REFERRED  NUMBER

- PATE numser) - TOWN ,\.\C_ODE SEX  "BY.  PERSONS °




i

call; J - Chil¥ Care; K - Family ProbIEm, L - Legal Problem;

M - Marltal Relationship; N --Man abuse; 0 - Medical Problem; -
P - Problem Pregnancy; Q - Triage; R - Rape; S - Teenager;.

T - No Talk; U - Made Appointment; V - VD; W - Woman Abuse; -

X - Runaway, Y - Psychlatrlc, Z - Suicide.

Th|s code listed on the casebook card for every case is extremely
helpfu'l in the gathering wour monthly statistics on types of
crlseS'we ve handled: Note that most cases will have more than ?
one alphabetical code letter fa . c T
Our colored tag. system consists of five different.colored 3/4"
diameter -round tags that are attached to the tops of cards, in the
casebook .to denote specific situations or types of cases. They
are placed on the top of the card so that when the cards are. '
later placed in file cabinets the colors can be. Easlly seen and -

- cases can be pulled at a glance. These tags indicate: Domestic f//
Violence (light.blue); Rape (navy blue); Suicide (green); Chronic
"Caller (orange); Shelter Resident (red). o s

4 .
A red rectangdiar tag is also uged to indicate a spelter resudent
. on the cards in the Cllent Rol dex shown below,

)
3 . -

!

LY

"SAMPLE FQRM: CLIENT ROLODEX FILE CARD

&
CLIENT NAME:

CASE NUMBER:

When a woman and her ch:ldren _cope to the Center in need of

" shelter, she partucupates in an fntake lnterv&ew with the Cotunselor.
"o - Many forms are used in this process.ﬂ ..

-

- I | e e

The first of these forms js the INIAKE SHEET shown on the followlng
"-page. The woman and her counselor discuss and fill out this form,
and the woman then signs the shelter agreement.

\




SAMPLE FORM: |NTAKE

- : - "~ COMMUNITY CRLSIS CENTER, INC.’ .
- Intake Form ' e - -
: Cage, number Date in __" ¢’ Staff . N :
o Date to leave . Extended Until By r.
. . .- %
Name ~  SS# poB . ¢ .
Current Address . City ™\ Cty )
Phbne , Referred by . . <" Funded by .
) OtheL‘,.Ag'?ncies * . ' v f ' Y :
Husband ! "' Age Phone
~.. & Address Employed by s )
Situation: o ’ : g ‘
s ~ , )
H l ) . { "
2 - J > ‘%g; L ™ :
. . e . ;7 , < ) Lt . .
e . . s
g ‘Cantingencies’ of shelter agr : -7
' ]
Information Rel_ease : -
Crossroads Appt. ‘. -
’ _ - _Wall-Child Appt. ¢ . )
' - Kids in School . N
: ) T . - Y oz
: iy & " v .,
T - S , s 72
. Ik have read the house rules and agree 'to abide by ‘them. 4 agree - R y
: - to fulfill. -the above contingencies of my stay herg, T, .
C - CHECKOUT:, - T - - L ’
"‘ . - . 'K\ : ) N R - : - ﬁ - \
S s .- Date ou® -Staff. - . d
S New Address . o - ! - ¢ S L=
& . Phone - .+ __'Billed _ to.n. . - for . RS
N . : D . ’ *&\- “(Date) N\ . . ’ ' » ) ;
. . r- L ‘< . . ’ . . . . . B
: # of shelter nights" for - __people. -Total - - .
’ '..' - .‘ ' - . - [ LAl . * :
R R . T -
- . | a ° . ‘o e . .
_ wom . . s b .
. . 8o- “ . -
< (- < .: ! ! - ::
SRR R AT LN G D
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SAMPLE FORM: INFORMATION RE#EASE - . )
N : COMMUNITY CRISIS CENTER; INC.
’ Informytion Release _ o h N
< Date S
i 1 = i \ give my
permission to ('s.taff person) N ’ )
./ ¢
o A " - (staff person) P b,
- A 4
) o ‘ (Other admlnlstratlve staff) . )
. l "ot : »
. to exchange information, and/or gi;/e testimopy to! {
» v ' ) - »
REGARDING: 1./ : )
- ’ . A -
N 2. > . . -, X
- - - s
. . 3. . ! ? ! .6 S e “ e
. ) - * l'.__—‘ M x " ~ ’ ’;. ' 7 w. 4 "
T — ' = = v
e . . s P e » )
- . This' release-of information will’ explre d'n - . b
-~ N .. . - v
_ ‘ — . .(pate) -
s and a new relea,se wnH be necessary fcr qpyr exchange of nnfor- -t
5. ¢ . . : ) o :
after this ponnt. \ ] L\\_ o
?‘;._._‘ ] bt - —‘.’_d ) o : A‘-A“‘—Mkﬂ; - s s ' ". :
2. A — : - - ‘ .
¢~ (Sidhature of Client) ; . .
¥ 3004 Yoo—o 77 : ;
L - (S_ignature,of..S.tafi’.":wftnes_s) R, v “
N -~ . —— - - : . - = > ]
N 'Thns form must be fllled out, in duplicate for each agency \in- - y v
Ya -volved- --One copy is kept in-our files,: and the- second is- - - :
; mailed to - the agency indieated ) R -l * .
. This signed form: giVes the Center permnsslon to exchange infor- ' -
:«, : mation on this clnent with o‘r.her agencles havnng -an open case S . .
o on her/Him. . . PR . . ]’
S : . ]
;,f . , . . “ P4 “ . —; . . .. %—1
X ” 'Q . T ,%1' Ty ' ‘ .
- ’ .. ~ o ¢ e r N » .. ¢
! ‘., o . ! o . . .v'
», v so L ' > i‘ o R ) - - ] M
L v,, ;o\j _-'. 4 g s e ot &4 .. ‘(‘v_:.... . P o »(‘.
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HOUSE RULES R

‘.

. Note ''Lm!! date on ‘card in casebook:

l-’

INTAKE CHECKLIST" t. T

COMMUNITY. CRISIS pENTéﬁ, INC.

Intake Checklist » . .
Client ‘ ’Case‘#‘ Staff
" INTAKE * LT Lo .

Top of intake form: phone number, last address,. DOB, SS# etc,
Info on children: ages, birthdates, §chool lmmunlzatlons
Info on husband: age,.place of, re§1dence place of work

.

Contungencues ~Crossroads, Well- Chlld kuds insghedt; etc.

Case number
“Info release- forms i dupllcate one copy ready to mail out

red tag indicating shelter
DOB's case number, date-in,,

% u-}. ' ¥

Rolddex: by fiTst name, kgds

other agencies

Stats in front of casebook .

~ Room indicated of' chart by counselor!s desk ,

Meds. and valuables,in safe: note on intake form ’
ake: Title XX folder . . '
Flll out IL 76 : : o : - -

Client signature on IL 76 Lo ~ <

4 _Fill out client service log .

Begin process notes: pg. 1 and pg. 2 T
Fill- out CCC Service PJan . '

'311," ot

Read over point by point .. ) '

Reiterate’ thagqbabysnttnng must be fcieared by staff - C

Dinner: be here, no lnterruptnons
Signout procedure. Fallure to calINif not back on time,is
breach of house rules. ‘May be asked to leave.

House meetings from time to time, everyone expected there

Any conflict, ask counselor to mediate “~

~_Daily session with counselor_to check _progress on. cont:ngencnes
DISCUSS and obtaln slgnature on “Drug and alcohol“ statement

take' phone messages

o

£ 7 EXTRA SERVICES - L

.. ___Personal hygiené ftems T e

L

Hair dryer, alarm clocks, cur}ing iron ° : e

~ r

Towels and sheets; leave in office when checkxng out -
~ We wikl take messages for jobs and houses )

)

. - Rides may. be possible if- ‘we have adVance notlce' bus schedule’

4

Washer and diyér o . . v

v
N

..“" .,
. Spectal dlet?.t Medlcatlon? (thﬁﬁ the doctor?) .

2

>

. the client.

Thzs form enables &he counselor to see at a glance |f all pert@-
nent nnformatnon on staying.at: the CCG.has been communicated to - A
This includes a re terat'on of Hduse Riles and an |~
explanation of our Extra-Serv:Ces. T S ;

‘. ’ . [ S D R
..
. s et L .

. ' . .
- , . - . 82 .- . . ) ~
) ‘ . .
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" SAMPLE FORM: MEDICAL, EMERGENCY RELEASE FORM . L
, . . 9 ‘e » . .—' . ° *
R * COMMUNITY cmsns Cl;'/NTER “INC.- I ,
. . r} . - @
% S ~+ Medical Emergency Release Form .
C N . ) :
; ’ . T”T\;:) y )
v . 5 givegmy’permission to
~y lParent or Guardian) n[‘ . ,:f{ C
P \aﬁrepresentatiye of the Community‘ersis tenfer, in my absence,
to take the responswbllnty fo grov:dnng emergency medlcal
- treatment of my daughter/son.
] y 7 .
’ - .
' . ' ) : L) \ . "
-~ . (Name) (Bl I"ty Date)
) - (pate) ’ . (Sigrature) » .
- he . ! ) ) ’ - ~ ) <
. ’ . . .
S . C(Witness)e A
: Any allergies, dates of last shots, other medical informa;ion. v
» N , "
A ! :{T T L I - Y g
. ’ ) N ‘
- . d .
o, ‘ ‘; . S ) T [
i:,; ) ' Thus form must be signed by all mothers who come Jhere- for
e shelter w1tﬁ’the1r children. In the event that there is a‘
i : " |.medical emergency -with one,of her ‘children at the CCC while|~
;- “. | the mother is out of the ouse, the CCC is then' authorized 1
i .to take responsibility for provndlng the necessary medical |, .*
LT "treatment- in. her .absente. ' . !

83 - ' ¢
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C SAMPLE FORM: - ROOM_CHART oL 4 .

S ;- "COMMUNITY CRISIS CENTER, INC.

. »
EEN " - .. . Room"Chart,
.. e . . » -
NN ‘ rd " .
. :
- . . . . ¢ '
o o\ . . " Linen |
o S T 1 - - { Closet N
‘ ’ Single. - 1~ T, . . .
K g % Single Single ‘
. Y LT v . * L
J‘ £ ¢ . - & !
. 2 . s - '
v (4 . ¢ . i N ® . -
. - ’ Y ¢ .’. > T ) .
- o ¢ . ‘ ‘
A ] . . L 4 ¢ >

L= ’ - ¢ v » [
o: '} ‘ -~ * . 1 v " L y : *
-, . Sing . .
. ‘ ingle Single .
. Ly . Crlb » . . . g - g.' . -,
s ‘ - ' ¢ ' ’ .' ’ . x '
Lo PO M 3 ' . . ’ * .
o “ . ) : ' L~ ’ *
. ,. » " . ' . ° ' - )
: 4 PO s X - o l N N : ~ _—
‘: .‘ A . « L "
. o 4. . e . . — 1
. - . . ’. 3 . .
o * Bathroom > }. - .  Hallway . . '
< " . -
— s hd !

Single || Singll‘e ' :
“f; | crib ‘

LR ) ” M :( .
r T ¢ ] - ‘ . * E
r .o v, ‘. s ,’, ) . . L.
4’ . ~ . .. .
. - : Single Single
. . sCloset . g 9
[y . : M . .
S} . ) :
- » ,
. - / . ¢ L
v
% ind %
~ »
" [ N . v
4 r . o
. - o o0 ' ! _ , ‘:'i
" . ' . ‘ ‘e e
8 " '
92 .o ° ;
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e COMMUNITY CRTSIS/ CENTER, INC. . :
\:SU . - l ¢ ’ LI ‘ @ ‘
. e Sign Out Sheet : - . il
- . _ . . ~ ‘ . o
| B R ‘ R RS 1 CARe of | sTarE | | .
DATE | ‘NAME - . ,GOING TO | PHONE # RETURNING CHILDREN "OKAY @
- . '-P“‘* R . R ’ VA 2
- o R A AR B T T PO .
] . .,v“!&r ¢ 8 ’
& » . LI R ‘ f
» ¢ [y - e
K C v~ . IS % -
] ‘ : - ."" * ) 3
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: / ‘ S Yoo T .
8 ' — . . ' - . .
. - 'u’ _'- (S . &, ’
y -’ . - e . o
Te 3 ~ ng . \ // . /
— - - < — - : - ’ ’
., ) . v o
- ‘ :Cllents must fill out ‘the SIGNOUT SHEET wheneveér they . leave - . N
the -CCC 'to~go out on errands, apeponntments, etc.- The chent - .
writes aown where she is going, what time she'll- return, ' ‘
"and who w:H wagich her_children if they're nat going wnth N L
2 hef. This mu\.: be initiaked by the counselor on ‘duty. . -
h o~ These' sheets are kept on g clipboard by the door. They (
e ¢ are very helpful ,in determining where. chents areat shlft v
- ' N changes’ and hectic perlods. .o -
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SAMPLE FORM:

SERVICE PLAN

= H
g vt
COMMUNITY CRISIS CEN%ER, INC.
L]
Service Plan
. . Case #
. . Staff
A . ’ -
e Dat ’
~ - \ : ; ,
Name \ > Intake Date .
Problem ' «/7 Previous Help Plan of
Area Objectives Sought Action
-5 < g
) A \ \
' £ ' B .
. . .
. .
R T | ‘
’ L ' -
. R '. ; - ?/ ‘
« ~ N ° ’ . , ° ék ‘ -
. - ¢ . .’ . ,: Vi e . » o .
. N ’ - . . >
o T B P T . o
. R . e, ’
« M » w — : T = : .
Teat ) +.%. .+ . .[(Client Signature) - ..
e Prablenf"A-re.a rCode N ,%:" Q‘ . R ‘
. l Hqusnng - & .5, " Financial (staff Signature) = ~
-2, PhysxcEI Hgalth .° 6. “Employment -+ 4 = . .
~‘3 Mental Healthu. VA Educatlon/trainlng e e
;?al - onee 8.,Other.(specn»fy) R £3 T
J q '0 R ) - as e . ﬁ':"'
g&a’;: _,".v i .**.’ov * (:I:. : N 4;’3 * . :"
(XY ¥ . ". o g . . 8.6‘1 * '3‘ ‘& : ., K “.@g = “n%: E‘\,

-

K

3
.
»
>
N -
o dady

»

W

N
e Nt

% ¥,



-

v

SAMPLE) FORM: CHECKOUT SHEET -

- : a S COMMUNITY CRISIS CENTER /\ ’

-

¢ v i ' . Checkout Sheet . . . {
A . . N
Questlonnaure' L e . . L ' ; ‘
) We ask you' now, as you are leavmg the Crisis Center, to think *“
' about why you came here, ,and what you have acconlplished during ).
. ' your stay. . AN -
| 1.  What v&as the reason You came here? o o ‘,,‘ ]
e . 2. \Before you *a, what .did .you th|nk thls plage.was 17ke? .
. 3. Do you think that ybdur problem has been solved while you . -
" were here? . ‘ .
- L, What will your’ llfe be llke ina year? o . /' ‘
5. - What would you change about the way the CCC works, in “these’ -,
. . g areas? \ , Fad ., -,
‘ . -a. The.fcontract you’make when ybu cqme in : .
. b. The way the staff tre;ated~you (counselors, advocates, C
’ s *  othersy oW T
' ¢. The House Rules o N ‘ AR
. Y d. Household cleaning, cooking, etc._ .o T R
™6, Do you feel that you: have changed while zou were here? JEREE .
3* ., 2. Do.you feel that your kldS have changed while ;hey were . '. ‘
4 . here? . How? . , . B 1.
. . > a * .
3“ - :-' 8.. What is” the most’ mpor.tant thnng you' 1earned or have done? ¢ ’
9. Mhat.does the Trisis Centet need of should {they add(? S T
: . 10. What did you llke best? v ) Y : . )
] o -, °* ) : -3 b one !vl'; '
c 11. What didn!t you nke?KE S ,?o.., ' .
! 12, Would you récommend it te a friend who&had a pr'obJem? 3} ok
» | L -
ST 13, *What are your futyre plans?’ What db yoy- need to do .ﬁo'w to &
.. te o . % *’gontinug with your gpals? " L, et v . %-
T I T et ———— wmnF et --7-_-.-*_T_‘_J---;_;_q ________ .\__-_____.: _____ -
A ; . » a~9? ¢ ‘ 0’. A ‘V' * ";P '. ¢ o, . ' : . ! FL 27.
n, & - ) . . - - .c, p‘. _&’ . hel .. Y Y ®
. ) n' .i", . :"?hECk] . e 9N e B e ) ' 3 4‘.
~"@ .ﬁ “J W Nh 'BottOm of l‘n(ﬁke form flllngouL S T
. " 3 .-t Follow up cards giwen, “written l,‘):g. blue‘book w
. S ‘ "Out" date in casebook - L ' , T,
Lo - é > O#t” date in*rolodex i . .
|, 4 T Stats ih front of casebook . e N
e Lo e > Valuables ,and ‘meds. from‘safe’ o, ™ . i
@eos T - Shetts and towels™ turnedp-m . P . .
Yo . Room clean » - it : I
H - .——*———— ¢ . .
BAREY . Bed sprayed and scrubbed o L
\ . LA e L -1‘ “ ..
. ) T
.l . . . s .
Al " . " -
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SAMPLE FORM: OUTTAKE CLIENT EVALUAfWON OF CCC SERVICES®

/ X ~ 7 COMMUNITY CRISIS fENTER INC.
. i \ s
v . : Outtake Client Eva'lu?t:on of Sefvolces ‘
: . ’ {‘ - . . Casef
. . . \ '- - - . ‘“ . )
e - ] Staff
! ¢ . K3 { - * N
' ' ’ ‘Date’
[ N - a‘ r
. < I." Accessibility ..t ! ‘.
“’ o . . . M ) », ¢
.2. Reception, - A b
¥ ’ = .
P ‘/ General Attitude of Staff )
' \ e - : h
R -
\ 4, Counseling t L) /4
. R + \ . . . T-/ _ .
N — —
5. Support Groups - )
. o f 9‘. % ) 0\ -~ n‘
P . * - —-“‘ * - -
’ X N L 4 ' S ’ ) - ¢
6.. Advocacy e ' .
B = 7 ‘ :
7. CLiving Arrangements . W,
” ' -~y ) 'v‘ ) ©
y N * .o
. . . ] . N "J i R ¢
8. House Policies - > e ’
‘ \ . . - . ‘e - \°_
J - ' > - | » L
9. Seryi€es to Children- T ,
. S —
A T
7?'{ o > : .
. " 10. 'Experlences with Volunteers =~ i
N ~, - _
M ~ ' - ) ' = » A}
i 1. Suggestions/Comments ..
< i " —

=
A ]
Qg4




SAMPLE FORM: S!X-MONTH FOLLOW-UP

E
v,
]

< Please circle appropriate resporise

Vi

~N O

» ' Mail on
Descrlbe how you are ‘doing generally Fine Fair Not Well
Are you' now workung with another agency? Yes - No
hlch‘one(s)7 \ .
Are you seeing a ;ounselor? Yes No ; ,
What kind? : a

Since leaving the Center have your relatlonshlps wnth
family and friends .changed? Yes : No If yes, how?

Are you currently employed? Yes No How long?
What has been the most important factor-in maintaining
your feeling good? The Center Other Counselors
Family & Friends. . My Job I'm not feeling good
Would- you Tike us to contact you? = Yes No
If you want us to_contact you andg the following |nfor-
mation has changed, ‘please let us know the changes.
Phone Address

- » \ ' .
Please remember that we care what happens to you.

COMMUNITY CRISIS CENTER . _ <
600 Margaret Place =~
Elgin, IL 60120
.-
N Vo
4 h [y , - b
4 )
A -~ * COMMUNITY CRISIS CENTER
. 600 Margaret Place ‘
Elgin, 1L 60120 R
’ .~ -
? N
. . ¢ X

« >
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SAMPLE FQR_M:- SIX-MONTH FOLLOW-UP FORM

-

| % . .
TEOMMUNITY CRISIS CENTER, INC. ’
) ‘ gix-Month FB]'Iow-Up Forr;1
. Case # -
Staff -
. 3
A ) Date _°
e oNAME Q- .
. ADDRESS - \ " ' . ’
7 PHONE \7 ‘ _’
‘. PERSONAL|GROWTH Vo )
"' S‘elf‘:ﬁEste m -
Decision king. Ability /
, Coping/Anxiety Lev;l ‘
‘ In&eper:denc /Dependence ' -y
P Sc-;lf-Determi éJ-«Goals/FoHoW Thr:)ug'h
, o ‘ R
’l,. FAMILY STATUS : . ‘ \ .
. Legal _ Dy :
N ) " iving Arrangeménts . :
. —i;'amily Counselin " /ﬂ’
‘ Fami I;'_ Relationsh ;;s' (Att;ituc'ies) {
1. .EQONOMlg.STATUS. ’
Em}:i'o%;l;e'né ' -
Educa ti on/Ir:ain ing \ ., -
' Public Funding : \
;..' " Houstln'g *, X ' <. . !
" ) S L (over ¢
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'~ . SAMPLE FORM: SIX-MONTH FoLLOW-UP (Cont.) ' —

1

"IV CHILDREN

,

-

)
- Attitude/Changes oL .

' E;EavioraIQChanges >

Sthool Status .

., i v
v\ Children's Services/Activities ' i
) . - R SIS .- .
~° V. - FAMILY VIOLENCE (Relate to Nature-.of and Frequency) (-

13

-* Adllt Relatfokships

Adult/Child Relationship

Child/Child.Relationship

VI. INVOLVEMENT IN SERVICES & ACTIVITIES (Relate to Frequency)

Social Servrces >

[N

Rehabilitative Services

Community Crisis Center Services

Community Activities a . . -

Community Crisis Center Activities ' E

VII. EVALUATION OF OTHER AGENCY SERVICES ‘ oo

Service Comments. . .

.+ (Client Signature)

»
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HOUSE S N

. ) » o~
. Bringing order out of chaos
o . N ' : -
i . . . House rules come in all sizes and degrees.”. They reflect the S
. basic phtlosophy and sgructure of the shelter in which they are
'\ i used. They are crucnal to the success of any program no matter \

how informd! or formal.” They are important in terms of the
shellter, but even more for the sake of the resident who will

)

¢
) ’7 feel more at ease more quickly if she knows exaé?ﬂy what is !
° . expected of her. A clear set of rules can, rel:eve even the N
N most awkward of new situations. . .
In reviewing the house Jules of many shelterSt we dnscovered
» - most.of them could be categornzed as follows:
- : Rules de@ ing,with violencg. .
~ N R Y N
- . " Rules dealnng with the use of drugs, alcohol, weapons. . .
Rules. deall g with housekeeplng and meal planning.
. Rulés’ eallng with the storage of med:catloos and
~ - 1. valuaples. .
Rulés dealing with privacy and confidentiality.
v Rules deal:ng«wnth timé: meals, bed, curfew, length
of stay,cetc. : .
'Rules about visitors and overnight visits away from ,
the shelter. ‘
e Rules about the spouse and/or men in general,
Rules about the interaction between staff and resndent
resident and reS|dent, etc. L~
- * Rules dealing with children, their supervision and

. discipline. . ] . - e
] : . ctt .

House rules must always spell out the expllcnt consequences of* !
a broken rule. ' Shelters are somewhat flexible with all but %
their rules of safety and confidentiality because they ‘are ':".:
anxious to make it as comfortable as possible for residents to.
stay. Therefbre, most shelters issue repeated ekplanations aé?/ —
of warnings When' a minor rule is broken. :

) IS
' . L ' : . T

.
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Bringing order em{c of chaos . . . . *

» .
The ultimate consequence is to be asked to leave. It can and®will
~ happen. Making sure the Arfraction did occur, expioring other .
, shelter options, and acting quickly and decisively should be the
staff procedure. No matter how well such a situation is handled -
there will_probably be an impact o tke remaining resndents -- :
a good time for an intense and honest house meeting.
- S .
It is wise to have the resident sign the house* «
rules sngnlfylng her understanding of them
- and her willingness to comply. Also, to plan
a separate session with the children for
. ipaking clear to them the rules which apply
specifically to them. Children welcome .-
structure particularly th.a néw situation. -

., As the last-paragraph of the Community
Crisis Center house rules states:
‘ "You are asked o live here- by these rules. If you
- . break a rule you may be asked to leave We appreciate
" your cooperation which will make it easner for us to
WOrE/together on solutions to your crisis situation. s
If you need anything, please let”us know. You -are S e
here to work on your problem; we are here to help."

. r

MIDDLE CLASS VALUES & THE HOUSE RULES

The most often voiced concern of those .people responsible for ‘

actually writing down a shelter's house rules is that'they will ‘.

appear too ''middie class' -+ that the pature of the rules will .

. . make the, shelter- appear to be maklng value Judgements abouts a ; .

° wide variety of dirferent standards and life styles. This is,
a legitimatd concern.” For many of your families this is |ndeed
a-different \ife style -- the only time in their lives in which »
théy have lived without violence or the threafof viclence. C ,
They find themselves in a home-1ike a;mo§phere, but not the AR
home environment. The structure becomes a comment on how a : i
. shel ter program operates rather than on the ''correct" life style. Y
Besides, ‘the structure ~ill allow them to accomplish more, relax
mare, and allow the shelter to function more eFfectively. ;

Y . Many of the moms have pever enforced bedtlme for thelr children.
So they do not have, and have never KHad, any evening, adult time,' .
for themselves. In order for the shelter to provide counsellng ) - -

. N, servuces and/or support groups such adult time is necessary.

Bedtlmes are set down by the house rutes and enforced by the moms.

. - L]
-

[ el
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' Bringing order out of chaos ' . ‘ > , ’
The rule(s) is not & comment on .their life style, -merely a different
. pount of view, an aIternatuVe .The ultimate decisioh ugon leaving
.. "the shelter is the woman's. Qts always, she is free to decide the
_way in which to strugrare the 'home she provides for her and her
.+, children. . _ ) - N
) The' followung rules are the House Rules of Safe House Ann Arbar. .
Mlch’gan A Rk :
NG VIOLENCE - o
- NO alcohol qr drugs ~ '
No" long distance phong calls are allowed. Qnly emergency R
. . _ phone calls are allowed. We have only onfe phone.. If
. you need, to make a personal call we ask you to use the
' pay phone at the -gas station next door.
, Everyonevmust sign in and out and return by, ¥ p.m.
* Breakfasts (7:30 to 8:30) and’ Iunches (12 noon to 1 p.m.}
are individual mother's reSpon5|b|I|ty Menus are
. posted in the kitchen.
Dinners (6:00 to 7:00) are pr pared with the help of the
House Mother. \Menus are pasted. ° . Y
~ Cleap-up must be shared by all a rotating ‘basis which
C is planned. . ,
House meetings will, take place whenever necessary and can
_ be called by anyone who wants to talk with everyone. A" )
minimum of 3 nightly meetings are held on Monday, Tuesday, ° .
® and. Thursday~n|ghts from 8:30 to 9:30. ¥
- Quiet time is TO p.m. to 7 a.m. R .
. Children are not allowed in the offlce ,
Mothers are rﬁspon5|b1e for the care ‘and feeding of their - N
~  children, at all times. ' .
jWe encourage cleandiness. Rlease plck up after children; - .
» house must be swept daily,ybathrooms cleaned, etc. e, e

When you leave you need to strip you beds and be: formally .
*discharged, this is, sign out.

While you are.hes you aré résponsible for washlng your Ny o
towgls, steets, and cl8thing. D "X N .

30 days is-the-rmaximum stay; women are expected to f|nd jnew i
housing within 15 days or as soon as .possible.

Guest must sign Release of LlabllltV forms and Agreement to \

; Repay ) ) . N,
. . 4
B R J -~
c Ka > - ‘ o R
"Look &t your ‘house rules carefully. Do not hesitate to change ?
N them, delete from or add to them. If they are never-changing, you \
are not giving them eriough thought. 7 ' _ -
«The Communlty Crisis Center began with a blank sheet ofwpaper it i .
tltied '""House Rules'. Each rule was written as the need became . ‘
"“ ‘ X 9; . ) ! LS s :,.‘&:\ ‘ —~




i&miﬁh}gimg order out of chaos

appareﬁt. The rules caﬁé after the ‘fact until the staff had .
enough sensitivity and experlence to antucnpate needs and/or
changes. <

N » -
. . »

. .'z '":/

-

OOMHUNI'I‘Y GRIBIB CENTER HOUBE BUI-ES -

- # N0 viotence'of any kind in the house.
s . FNo men on second floor. No weapons in the house.
No smoking, lit candles, or food on the  second floor.&
No drunkenness in the house. . . V.
No alcoholic beverages in thes house. ) T T
] No\drugs, other than-special medicine which must be * "
— co. ,kept in the safe. , g
Yoi must be fully dressed to come dOWnstalrs after 9 a.m,
Non-residents are not allowed in the house before 9 a.m.
No-borrowing cigdrettes, money or food from staff,
clients, volunteers. 4 N 2.
Do not enter any bedroom other than the one in which.you '
. sleep., Respect other's privacy and~property. . e
_ Put money and valuables in the safe. .
- Common courtesy is expected in manners and behav:or.'
General quite is expected.after 8 p.m. I
Notify staff when you plan to go out and when you will
" return: . Sign-out sheet must be filled out by you ]
and initialed by staff before you leave, . C -
2 ' Doors are locked at 11:00 p.m. “You'must be in by 10:304p. m. -
' Bedtime . . . Adults 14:00 p.m. Children 8:00-p.m.
. Overnight visits“are not allowed.
Observe household procedure regarding.cleaning and meals.
Mothers~are responsible for their children at .all -times, ) *
unless prior appraval for babysitting is cleared '
. _with staff. No one else.may dlsgjpllne a child with- ',
’ out parent's consent. Children are not allowed to .
P . play on stairs or upstairs. .
. The pay phohes must ‘be used for all personal calls . . R
. It will not be answered by staff. Office phones may
‘ . be used for calls about jobs and.housing, .for which o
! . we will takg messages. Permission must be given by
staff eagh time you use the office phone. ) .
Your presence is expected at dinner each nlght.,
You are expected to be using your time and money wisely.
\ You cannot afford to waste either one. .
. An individual session-wjth @ counkelor is required each
day to ‘consult on yﬁLr pnegress and work on so]utlons |

.
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'HOUSEKBEPING
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¢
t

The mittyf gritty of ehelter mmm&’g@momt : - .

When you bring together 10°- 15 people from var.ious backgrounds
and environments in the same householdggyou can . anticipate houser
keeping problems. Add to that the fact that you could be shel-
tering 300 to 500 people each’ year -- people in crisis -- and .
you may expect even greater problems. r.

However, it is wrong to assume that people in crisis can't ‘or e
won't want*to contribute td the general maintenance of the faci-
llty This point is made by the early experiencé of the Communlty
Crisis Center , :
*When the Center began to provide services, the staff and board
assumed residents would need and want plenty of relgxation time.
Carrying this to the extreme, voluhteers were asked to do most

of the cleaning, cooking, laundry, and general maintenance. Far

a tlme, this plan seemed to be working. Slowly came the realj=
zatlon that there was a faster-than-expected turnover in volun-
-teers' and some growing resentient between volunteers and residents.
-Perhaps, to some extent, this is:'the same resentment that. €an
.occur in any household in. which ‘the people who ''mess upy’are not !
the same people who are respon5|ble for clean-up. - ’

>
¢

Just as the sltuatlon was gett\ng ser:ous, the problem was brought

to the atteqt f the staff.by a resident: 'Why don't you let,
.me clean?‘ Don t y thlnk I Gan, do it good enough?"

Staff quickly ca?}éd together cyrrent resndents former residents,
" and-volunteers, They sought adZeW *perspective new attitudes, -
and different expectations. - out of that'meering came the' awareness
‘that resndents often felt:léft out; often felt they had been denied
the opportunity to contribute. Further ‘many said they would find

the everyday '"nitty gritty" of ‘housework relaxing, even therapeutic.

The policy needed to be changed from one that made residents feel
dependent and helpless, to one that made them—feel capable and a
part of the total program. ‘r . '
Chaqges were made 1mme¢|ately The staff began to expect the help
of residents and to give support and strokes'" for any contribution
¢ or suggestion. Uoon intake or shortLyqthereafter, expectations

are clearly compunicafed Many shelters have such'eXpectations/
ru!es.“ The most common are: ) . hat
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. The mﬂﬁﬁy gristy

/Each resident-is responsible for ther own belongings and
those of her children.

4 . ‘.
v//gach.re§i4ent is responsible for maintaining her family's
sleeping area in a.clean and orderly fashion.

.

. /Each resident is responsible for contributing to.the . -
maintenance of the -common rooms. .
’ ¢ . -

.
. .

" J-Each resident is expected to contribute daily to. meal
planning, preparatiod, service,. and clean-up. c

.,

+o -

A,

<

Y

Enforcement and eﬂachentNOf,these‘Tules vary froméshelter to
shelter. One .of the most complete chore plans is.the one use7 by

Safe House in Ann Arbor, Michigan. The chart ‘appgars on the ’
following page. .\\\,/—«3

4

£
.

Other rules such as f?ﬁitingafood and beverages to the kitchen
or dining area, requiring everyone to rinse cups and'glasses

and stack them in the dishwasher, etc., can help keep chores and
‘accidents to a minimum. . . .

X .
.

Hf the budget will permit, a part-time housekeeper can be'anf
asset to the program without taking over the responsibilities -

that shoulg be "those of the resident.

The housekeeper at the Communigy Cris\s,Center‘woﬁks 20 hours each
) week and .does the meal planning, prepares the shopping list, does

the house laundry, and the heavy cleaning. All residents are’

gsk;d for ‘their menu and recipe suggestions, expected to add to

the shopping list as necessary, launderntheir own linens, and .

assume-responsibility Per extra cleaning projects as time will
allow. " . ..

The housekeepet-position was originally part of:a CETA Publ Ser-
vice Employment project. After vne year the Center was able to )
hire in accordance with the PSE contract. When resident population

is low, the housekeeper will thoroughly clean all:rooms and storage

areas, Each-day she will prepare some portion of the evening meal
with residents™ff1ling in the blanks'". > -

-~ ~- [

Our'housekeeper, Betty, has become a mother to residents and staff
alike., We all look forward to=her ''goodies" and are frequently
amazed at the baking successes she, is able to prepare even when we
are temporarily out of eggs and milk. .

If a separate hoasekeéper position is out of the question, meal |
planning and supervision of the household should be duties included
in the job'descriptioh of one staff person. '

-

.
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. “pr i ~ Evening meal pre ‘Lration
. . 5:00 p.m.- 1. Prepare planned menu.
. ¢ 2. Set table
.3. Clean 'and organize cooking -
Thig Cleanidg Chart is used by the residents at SAFE ' v, \‘ - utensils. °
House in Ann Arbor Michigan. 4f more than 7 wamen * g - Evening meal c]éan up
live at the shelter at any one fime, the duties as assigned . i iy
to #1, #2, #3 etc..are divided and two women are givep . 7:30 p.m, 1. All dishes washed, dried, and stored
¥, #2, etc. in their proper places.
- 2. Table and countér togs cleaned.
, ' Duti hart ¢ ool 3. Kitchen and pantry floors clegned
Cl‘eanlng uties Cha © s ‘ mopped -(daily); dining are&a«:o
uumed.- 8
. - 4. Em te b t
Job Description d : ply waste aslge s R
, “F" Bathroom clean-up
. “A” -~ Mid-morning cléan-up . : .
N):oo a.m 1. All dishes washed;-dried and stored .10:00 a.m. 1. Clean and disinfect entire bath-
in their proper places. room; -replace soap and) towels.
2. All counter tops, cleaned table tops ””§' ‘E,mpty waste coptaineys; clean, ls
: . cleaned. - . Vacuum carpeted area. ¥
g '3. Kitchen and dining floors cleaned 4 Clh eck - bathroom “perlodicallyt § for
4. -Waste baskets emptied and %aned. ¢ eanliness and supples. g*‘:&-
" ) “G” Basement clean-up -
“B Mid:afternoon clean-yp
* 2:00 p.m. -~ (Same as described in Job “A”) 8:00 p.m 1. Wasb, fnld, ang store linen -its
A . — - proper place. . H -
R S5 Pick up and vacum downstairs , .2. Clean washer parts. . ’F'
4:00p.m. 1. All toys puit in their proper places. 3.~ Empty trash containers. tidy b tire
‘ 2. Books arranged in neat order. - area. ~ 3 4
V. 3. All furniture,dusted; ashtrays ] 4. Call adults to house meeting ‘}
s cleaned. . AP . {9:00 p.m.) * She
4. Hall area and llving-r})om vacumed. . 5. Record minutes of house meehhd,
- ‘ ld ' . N “.:ﬁ‘; v N
4 . A,
- C 3'\;
Sun. | Mon. | Tues. Wed. . Thurs. Fri. Sat. Guest -
. -~ N )
1. A B C D LE &F . G oy
, b . o\ . . ’
\ L4 »
. 2. B C D’ . E F G A ..
._( 1 hd : . ’ AJ
1 ® . R
3. C D E «{ - F N G “A B
a. D ‘E F ‘G A B | -C
T ;o .
] . = P N "1 ’ a
5. E . F G A ¢ B . C . D ’
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, amoupts of elthef to add to possible mood swvngs." . -

“At \the Commﬁnity Crisis Cenger, the evenlngamenu is the onty pre-

The m‘ﬁ.ﬁ;i}ﬁ gritty shéltar management <= . .

-

MEAL PLANNING

Try to find a volunteer or attract an intern with
a home ec0nom|cs/nutr|t|on background to plan a
month of menus, “taking ‘into consideratton the
budget dnd fhe fact that the number of” residents-
will.vary fror \Bay to day. Alternate plans nzed
to he avallab>e for .those times when the numbers
Suddenly sot from three to thirteen. .

~¢ } ’ 4
‘Student nurses «partndﬁlarly those interested in-public health . T
may be interested in sucs a nutrltlon project. Also, request e
information from your state uanersnty, state farm bureau,'and o

the state or county extensnon service. -

. -

5

When plannlng meals, do not rely on convenience foods or packaged ‘. . }" tut_
mixes. These items are too expensnve andFFsuaPly full of sugar ) ¢
and artificial additives.” People in crisfs do not need large

\
« _a

’ ]
N

planwed meal. Breakfast an lunch.are usually left-up to the
residents. -Residénts are busy durlng the . day sa it is difficult
for everygne to sit down togethér until the evening meal-. LT

Breakfast is usually cold or hot cereal, occasiqnally eggs, and TN
rarely/baconﬂ Sometjmes moms will fix pancakes,er french toast.1 v -
-In that instance, t o, or more‘are encouraged to do o) togethér./~ oo )
Lunch being another |nd|V|dual\§r0Jict, usuafly feaﬁures left- g -
overs or sandwiches. *When there'ane any residents, Partlcularly .
chi'ldren ‘staylng at ‘the Cénter, the* husekeeper wn]lﬁorgaﬁ1 s -
the preparat|0n of sandwnches, soup, etg. 15 - '»» LR . : )

L
" N ES .-

4
At- the Centér,’ “cléan=yp éfter.breakﬁagt and lunéh is the reSpon- . .
ility of the |nd|§1dual dﬁd not part of the regular chore e N
asE&gnments. T » . . 2
THe Chisis” Centey does not purchasg Snack .fodds. 0cgassonally, .
such :foods wnll be donated, and, of course'ft is not’turned déwn. ¢ .o,

Preferred. snacks .include p0pcorn, raw vegetables, fruit (in - »v?-~+~f7

season), cheese or peanut butter (both QOVernment commodltnes) . ’

on crackers.' . .. 0 ft « . N .

A Sample Meal Plan® is. shown - on the folloWnng page} New resndents . . .,

are asked about® food allergles and preferences. hey are encouraged :

to make menu.suggestions: and to assume’ reSponsibllnty for the . .

. preparation 'of the meals.* They -are partlcularly ehcouraged to T

share ethnic dishes. i s, o / ;"4 ‘

“_ ‘ e . 10 ’ - ': . LN ‘.
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. ) SAMPLE MENU '
. SUNDAY .~ Pot Roast
Oven Browned Potatoes
Green Bean Casserole ’
- L N Cherry Jell- o with Fruit Eaiktall
’ *
Jacos - meat fllllng, let ce, cheese
‘. : . Fruit Compote T
s . Oatmeal Cook'tes

TUESDAY .. ‘ Chop $ley (using left over pot roast)
B Brown Rice
Browniés .

WEDNESDAY . chili | - . . : :
’ . Macaroni . \\3\\

) Green Salad . .
R ‘Bananna Bread

‘THURSDAY Ham Sliceg

/" Scalloped Potatoes » 4
Peas

Fruit Salad

* Hot Dogs -
Baked Bedns °

Green Salad i

Cookies/Pudéing

-

.

Pizza Party

Green Salad with Vinegaf & Qii Dréssing

L
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M -  SHOPPING = .
Shopping should be the responsibility of one
person who also does the meal planning or who
can work well with the planner on a long-term
basis. [t could be a paid ‘staff posttlon, bu&: ,
more llk%ly it will be done by a voluriteer. Per- . C
haps a team of two or three could assume the ° ’
responsibility -- even a small club. Retired .

school teachers, church cnrcleﬁ, etc., may be
k\\\_p%efested ‘even a scout troop. The total
commi‘tment should be.one of at: least 3.to 5 :
haurs weekly for, hopefully, a six-month period. rAqx_léss wilbk -
lead to confusian and overlooked bargains. The shopper does make
a difference. " Dores, the volunteer shopper f@r the Community Crisis -
Center for four and one-half years, has had-an-important impact
on this very impgrtant part of the program. Because of her per-
severence, ingenuity, and her commi tment, the household budge R ) -
including all paper products, cleaning supplies, and much miscel- .
laneous, has never exceeded $400:00 per month. It is usually
closersto $300.00. - ’ ’ a

[y » . 2’ ¢ ., - -
/\ N Vol ‘ ’
. . . * l .
1] . H

F/ — 1 All those .things you have learned to da.ln order %o

stretch your personal shopping d'llar, can be: applied -
to shopping fer the shelter. Howevér, hecause of the T
'numbegs,gnvolved everything must be done on a largec e -
'} scale. . '

Check.into government commodities. They are usually
dispersed through your.state department of education
or agriculture, and are ea?y to-obtain. - A notarized
letter explaining your services, a few forms, eyour tax-
exempt/not-for-profit status, and you should be receiving
commodltles.
Commoditigs® can |nclude dry m|lk maqaronl, beans, flour,
peanut butter, cheesé, hutter, maplevsyrup, Fice, etc.
Adequate storage may be a problem as the amounts are )
large -- 50 1bs. of beans, 30 lbs. of cheese and-~butter; .
etc. Suggestion: plastic garbage ‘cans with locking lids
make ‘excellent dry storagetfor rice, beans, etc. The '
cans come in varnoUs sizes and. can. be lined with plastlc ,
garbage bags for quick clegh-up. ) .
< . -
Clip coupons, organlze,them and use them. -Solicit
left-over coupons from tH&% coupon clippers in your
community, or swap your dog food coupons for- thelr shampoo
coupons. Often retired peqple are experts -- they have .
'to be. Also, collect*those 25¢ or more refund coupons

-

BE A SCROUNEBR

- .

.a 7




N\ J/ » ‘
The nitty gritty
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{
. and make sure to keepsthe necessary proof. of purchas ,
.- ‘ labels, etc. for malllng ) . "
| |

s
Shop the specials Try to allow enough in eac7 )

-

M@m’z@?ﬁ

month's food” allowance to take advantage of
quanti®w buying. '

Contact all food chains, fast-food franchises, ard

tocal restaurants. Ask for free "‘coupons, leftovers,
whatever. What happens to-the left-over donuts in
franchise that advertises fresh' donuts every ﬁgur hours?

. . . ‘ —

4 " Let the word out in the community {hat you are

willing apd able’ to pick up and use up their left-
overs from meetings, pot luck dinners, company plcnlcs,
etc. What you can't use’ immediately, can be frozen for
later. Everyohe enjoys a night 6ff from cooking; .it's

|mportant to plan an occasional one for your resudents
b

2

(X}

Plant & garden. ,No matter where you are, try to

" grow something. Anythlng from a half-acre ploti
to a kitchen herb_garden can be economical, but more
importantly therapeutic... Nurturing and producang can'
help create a sense o community and responsibility.
Plannlng a garden can be a volunteer project for residents
in combination with locsal garden‘clubs and frustrated
apartment dwellers. Don't forget the flowers -- can't’
eat them, but they -can be food for the soul!

t

Many"apartment compliexes, forest preservé@, parks, etc.,
haVe large areas whereNpeople can rent or just use garde
space for an entiré seasd If you can, plan and tend )
such a plot. Lacking suffi ient help, ask each person .
with lot to '‘plant one tomato .or pepper, or whatever,
for the Center. When you are tending an.entire garden,
the fruit of' one plant Fsn't much to. share.~ Be prepared ,
to receive ”tons“ of zucchini and other types of squash:
The yields always seem to surprise gardeners -- but that
is to your advantage

"3

Make friends with other agencues, particularly better

known, ,large residential facilities. Often they pur-
‘chase all theif food in bulk.and therefore have meals
planned* for months “in advance. They are less llkely to
welcome unexpected dogations. |If they know.what you need _
and want, they will E}ually be happy to refer would~be'
~donors to you.*

°

EBT @-’J}iE »M@'S‘ﬂ_;’ @5'35@ oF Y@UR

. 9

Speaking of bulk- buylng, consider such a- step very care-
fuldy. ’Vour storage area needs to be quite large and
N ] dependable, and your cash flow adequate to allow for a

Py
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. The nitty gritty - S —
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b

large expenditure followed by several smaller ones.

The advantages of a shopping service are obvidus.

. ‘ They will deliver and the exptnse .ps rather predict-{
) s 7 able. At the least consider bulk-purchase of cleaning

47//*' supplies, particularly laundry detergent, etc.

-

. PRECAUTIONS
Managing a shelter is a constant batt}e between maintaining a -
home-1ike atmosphere and the institutional necessities dictated’

by a concern for health and safety. Most difficult is the matter
serious\disease'can spread quickly to residents and staff alike.

The following are some precautions that can be taken without
upsetting the homey atmosphere you will be striving for:

W Vash all dishes in the dishwasher, evén-coffe cups, single
plates, etc. The dishwasher should always be set at the hgﬁ;ést
possible sefting. |f you do not have.a dishwasher, add bleach to
the rinse water, ‘washing dishes first in soapy water, then letting
them soak In the bTeach water. Then rinse thoroughly in’the
hottest water possible. This procedure seems like a lot of trouble.
Much less trouble, however, than a house full oﬁ "strep throat .and
flu. . -

M Use only foam pillows for sapjtary purposes. [If feather
pillows are donated they can usually be sold for a .good price at

4 garage sale. u'Foam pillows are necessary for those residents
who have allergies.

il Invest |n plastic.mattress and pillow cgvers.. This will cut
down on the sprfead of infection as they are easily disinfected,
protect the b dlng from bed-wetters, and generally help the bedding
to last longer Plastic covers are easy to obtain through catalog
stores or digcount houses. They may seem expenSIve even when on
sale, but they will last a long~t|me.

M When washing house laundry, partucularly linens, bleach should
be added to the water as a matter of c0urse Upon leaving, each
resident should be required to not only\wash theif llnens, but
also to scrub down/the plastic covers wuth bleach water and spray
with disinfectant. ° L . -

’ . .

Before leaving the subject of housekeeplng, itis |mportant to
consider the many pest problems you may encounter. If you are

-

of disease prevention. Given the appropriate set of circumstances,

UNINVITED vas'rs L

-

-~
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’ \ The nitty gritty T . . RO N
* - U WP : ;
. ‘able, include a 'regular spraying plan by an\ exterminator eaZh ; :
- month. They will ‘spray” against cockroaches) siver fish, ents, .
waterbugs, etc., for about $20 to  $50 per mo\th depending on }
your location and the-size of your facility. \ At .the least, . g

consider.a twice of three times ‘per year spraYing supplemented .’
by regular weekly treatments with a household spray.

A . - ~
’

" Don't wait until you sée "them' to.bégin‘§uch¢a erogram. Assume
you will “have these "uninvited" guests eventually and- invest™in
prevention. It is usually cheaper. Providing sforage for extra,

‘ boxed or bagged, belongings of résidents away from\the house, and
using open storage areas as opposed ‘to-drawers in the sleeping
areas will also cut down on your pest problems. -

- : ° ’ ’ -
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VOLUNTEERS - .
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%
A

Ao

Kome 'is whers the heart is '

Most existing dpelters had their grass rodts beginnings due to
the hard work and concern of community volunteers. Volunteers
can remain a vital part of the shelter program if their service
is evaluated and updated along with the growth of the shelter ¥

" program. This chapter will deal N . . -
specifically with a volunteer N _ L
program in a shelter setting L A a . : .
which has a hired profes- Y )
sional staff as opposed
to a totally volunteer

*  staff. This model views _

vo. volunteers in a support R
role with ultimate respon-
sibility for client service i
assumed by the paid staff.- This does not-minimize the valuable,
service provided and program-igeas devélopgd by the volunteer

< staff. A wide variety of people -- men an womeh, old and young --
. with varying skills can be valuable to an agency program.

A primary consideration in- the: success of a velunteer program is
the support for the program by the paid staff. This can be accom-
plished by involving the staff in volunteer training, program
ideas, and the evaluation process. A sense of cooperation and
respect bétween the volunteer and professional staff-is essential.
- N T

* To devélop a stageménl of philosophy on Vélunteérs agd volun-"
{ . teerism such as the following may be> helpful: 3{\\(

/7 R . - -‘\—- ' .
| /~ - o c*

. . PR 4 .
The Community Crisis Center wishes to create a
\ supportive .environment where people can more fully
realize their worth as human beings and take control -
of ‘their ‘own lives. Volunteers who wish to be in< |

e - volved in this process directly of indirectly arq,/—’f_éi—-

welcome. We are committed to. the idea of meeting - -

I .o ‘the volunteer needs along with the needs of th¢ _ . +~
‘ Center. Training and/or orientation are requifed
1 "to familiarize the volunteer with the Center apd its

\

. services. On-going staff Support is available to-
. \ help fulfill the volunteer's commitment agreement.

M . L

v 1
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T program (thrdugh training) and idemtjfy ways

. . ' . AN -

]BI@:ﬁm'@ i3 where the heart is ‘ N

.
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. JOB DESCRIPTIONS

Although some people work ‘best with definite re- ) S
> sponsibilities assigned, others are able to give
+ better service when they understand the tota]

to fit in. Even with defined job descrip-

tions, there must be flexibility for the

volunteer to use his/her own creativity,

i.e., if a volunteer is tabulating a survey

she/he might .be encouraged to determine what
— form this would take.

' Exampies of volunteer roles might include child '
care worker, transportation provider, supports service person,
meal planner/inventory, office help, committee member, guest
speaker, tutor, fund raiser, clothing organizer, lettet writer,
graphic designer, support group leader, remodeler or repair

. person. This is only a partial list oﬁ\possibiiities. Your
. own list should ‘be varied to.include opportunities for direct
and indirect services, short and long term projects. '
a v ' .

| IMPLEMENTING THE VOLUNTEER PROGRAM

== RECRUITMENT: Some effective ways to identify potential BN
+ . - volunteers are: ' - . .
‘ newspaper articles -
= « speaking for community groups » .
. - personal contacts ‘% . .
posters/church bulletins e

-

. radio spots
. Have a-vqlunteer program ard the volunteers will spread the word!

£\ ‘ . . :
—-PAPPLICATION/INTERVIEW\ A prepared appjication form shoyld
reflect informati&n you think relates to service in your progsam
'-(i.e.,‘knowledge of a foreign language, actess to car, time

available, previous volunteer experience; skills and interests) T

in addition to the usual name and address ihformation. Everyone °

{ who exprésses initial Zinterest in yéyr program will not follow
through. Some only want more information and will recognize~it's
not the place for them. Be honest in describing your program

. and services, the:daily acﬁ?vi%fés,<andlthe nature of your Qligﬂsf

‘' so vplunteefs gan make a free choice.‘xSome will use this avenye
to secure the services of your agency ﬁbr_themselves o a friend.
Be sensitive to the fact that some cannof ask for assistance di- .
rectly -~ they may be referred: %o a counselor jf this seems appro-
R{iate.‘ Use the interview to gaip some knowledge of the applicant's

-

&

-

' ? * ) -~ ‘ v"/108 ; R
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Home is whers ¥he hears is

‘..“-l v
motivation to Volunteer, view of ”helplng” people, general
appearance, personaILty traits,.areas of interest,. skills, and
edufation.. * - , . '
(4

— 3 . ’

—PTRAINING SESSIONS: Initial training is important for
" volunteers in.all capacities. Understanding the agency and how
one fits in helps' the volunteer and the agency alike. Numbers
" of sessions (2 - §) is arbitrary, but a minimum of 6 hours
total is suggested. .Two.areas that seem vital to include are
orientation and skill development . :

A

Orientation should cover the histary, services, en-
vironment (including tour of the shelter), policies,
procedures, $taff introduction, and discussion of their
“responsibilities. |t should be pointed out that a place
has been set aside for volunteers to Teave and receive
' messages, leave personal items, record hours of service
provided, and have access to supplies needed for projects.

Skill development, is necessary to give the volunteer
tools for handling the daily interactions with staff,
clients and other volunteers and to further define their
role as a vqunteen\ Components of skill development
are: .

: , .
Discussing the person in crisis ~- behaviors
observed and personal responses

3

Practicing active Jistening skills’

Discussing Ettitude adjustment with emphasis
on‘being non-judgemental, helpfhil, sharing
and fiexible

o

ORIBITT ATTOL

‘SKELLS

Discussion of support role as opposed to
counselor role

Working through. some "What if . . ., " siﬁua-\
;ions based on typical cases

>

t

SCHEDUL ING/RECORD KgEPING' A-large calendar can. be used to
show when volunteers will be on duty. It should be ‘their respon-
sidility to update this with accurate times. As many financial

grants require information on niumber of volunteer hours provnded .

" to the'agency, it is important to keep an accurate record, A ”Iog”

should be provided for volunteers to enter a brief description of
their service, time, and additional remarks. "

8

<
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Home is wm@m the Ifnéam’t is
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4

_ e RECOGNTTION can be provided

Yis to create,anm environment of formal and informal recognitio,

\mhe volunteer has the feéling of

i

It may come as a hug from a small

in a variety of ways. The \&)pe\ .
0 - a
‘Qging important to your .program.

child at bedtime, a simple j.’;“ -

smile and "thanks", a recognition of the

ir ""good idea', or any’ 7.

invitation to a recognition dinner.

It Tsn't always necessary to give

.- numbers of hours one; has put in but point -out that all have made, T
| a contribution based on their situation at_the time. .

* . e - M " .
An optional monthly meeting can providg informal recognition, a
time for sharing experiences, and developing new ideas. . Valun-
teers enjoy an learn from what others are doing. '
- . ’ "

-1

Vé

This information has Sot been written in detail for-a purpose.
There
- VoluntaXy Actien Centers within your area provide cellent
materials related to interviéﬁﬁng,-recruitment, recognition, .
supervision, training and*a variety of topics that deal with the
broad area of volunteer$ and volunteer coordination. They have
excellent replicable applicatjon forms and other'redbrd-keepjng .
materials to share. Contact the ACTION agency inlyour area tg
.learn more. Another helpful resource is -The Effective Coordi-
nation of Volunteers, by Lorrain Lafata published by the Domestic *-

. .

Violence'Project,'rng*;iof Ann Arbor, Michigan-

h' .~ . /

re excellent redgurces available to fill&in the blanks. | QR
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~ T at you wyith "old-soldper'' eyes. The one. that was beyond- 1* ztlng )

-

THE .’:‘4\" N ,W,'"b‘.%.z? -
CHILDREN . .. =~

Hurt, helpless ... the brightest hope for the tuture © RN

-
- ~ N " ° .

You wiill always remember theyfufﬁt oﬁe -~ the first child to stare ~ . E-

Jout'" and on the way. to apathy. Or perhaps you will remembef the.: ‘li -
three.year old boy who was allowed, even encouraged to ”dlzdﬁp}lne“ -'éi' :

his sisters and his mo == the child who could only "hi " 'when® ‘ .

he wanted attention, Yhit'' when he was happy and when he was - - & -

angry. His emotions seemed unrelated to his actions -- exceptshe - wyi&

_had., Iearned that “hltLIﬁE’WEFFE“ e e s }3537<

Some of thg children wuﬁ themselves be victims of abuse, qthérs . ', - - L
have “0nly" witnessed .the victimization of others (probably mom) . - -
Elther he effects are similar and the result almost always - \“’

the same. 1ly these children Will choose to live'in violent .

sutuatlons as adults So the. vicious cycle continues wuth vuolencev,,g'.}.
becoming a family tradition Ppassged down from_generat|0n to generatlon

For those chrldren staying at th shelter, -
this may be the only time in their fives in
which they are able to 1ive without vio-
lence.- For some, the calm and. caring at-
mosphere ‘'will be a welcome reljef.

‘Strangely enough, all .of them may not ~ E. .
welcome the change. This is-because. . -/ 27 X ) r .
many. of them have learned to equate lqve . a ' '
,and vuolence, at theshelter no one will )
‘care enough-to hit.them. Also, change is =8

difficult for everyone, especially children - P I o s
‘coming from dn unstable: enV|rOnment, who \ , , - ,~.'&
seer to cling to any shred -of routine and’ structure. v‘?r“- B -
After-all, a known fear is less frightening than the féar of t f . : .
unknown.” These children have had lots of time and opportunity _— .
to' develop ways ‘of coping with thehr "known" fears. Living without™ ' ' . .
those fears, and/or_ggp\ng mechanism -can be unsettljng. - What . -
can be done ﬁor these children within your shelter program to - .
minimjZe the dnsrupt|0n of lives, offer physical, ‘mental and, . L
emotlonal support, and work toward’ breaklng the cycle of vuolence?
- : ¢ v . ' . . e ‘
. . . N
.  —— SOME SUGGESTIONS . 3
Make a strong statement for nan-violence. Allow no violence -- "ﬁ
even in the name of discipline. That means NO violent behavior
Ct . w ! J
[} v 1 : s
118 T .




\I&Im:ﬁt o helpless . . - the brightest m@pé for the future

N S
allowed between parent and child, sibling and sibling, o
or child and child. VIOLENCE IS_NOT ACCEPTABLE.. It .

* is important, at the same time, to helg the parent
learn new methods of discipline rather than giving up
on discipline complételyt -1t is also crucial for the
child to }earngépat he/she msut ask for what is

- needed or wantd¥, and to learn to deal with anger with-~
out inflicfing-pain on others. Be careful not to outlaw
anger. Anger can serve a very vesl purpose, andw.your
concern*must only be inappropriate behavior reactions

LI T

s

e,

T

N

-
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'to anger.’ ~ . sy
' : S
. ,The Community Crisis Center has found it helpful to .
always deal with violent behavior in ajalm, concerned N :
1 manner. In the situation of a child ifitting ‘another

- .child, mom or a staff person would g ietly intervene ‘'
by gently restraining the perpetratof, and say, 'We
don't hit here., What did you want Shlly to do? Why . Lo
.are you angry?" The goal is versbalization of the ‘y
anxiety, frustration, or anger with the promise that
something can and will be done about it.- Often .the ) .
child is shocked by the calm non-violent response to
his/her violent behavior. They are often not .réady |
to talk about the incident and/or their feeFings right.
away. You must be patient and wait for an opportunity
\_to discuss those feelings, thoughts, plans, etc. Ver-
-balization and learning to cope are difficult tasks . L.
' amd take a long time. Usually, the shelter experience
is'onfy thé beginning. - ) :

TRt e o L T T T T O L T B T T T T T T T )

]

Ot ACCBRTABILE

v

e

s

Some children may ‘have to be simply removed frop the -
sityation, given a ¢hance to cool down, and given NO T
reihforcément foriqbe'violent'hphavior. Therelis the
danger of giving too much attention’to the violent
behavior, even negative attention. Many children will
not or cannot differentiate between negative and positive -
attehtion, but rather learn that a particular behavior )
results in attention. In such cases it is necegsary

to ignore as much as possible the unacceptable Zehawior,

and to acknowledge only the acceptable behavior. = o

L)

"VIOLBIWCE IS IV

-
* I .
RNEINISEINNNNEI S 00000000081 PSSR0 RRRRRERSNRRINININRIEENRTRIRIRIRINS

llllIlllllllmlll!!II"lll‘lll_l‘lllllllﬂlllllllllﬂlllillllllllllm-lllllllmllll'llluﬂl

Obviously, these plans musf be adopted by mom and the.
entire stagff in order®to be successful. Everyone,
however, must be aware of the effeltiveness or lack '

Ad -
T T T D e
iR

-

. - i df effectiveness of any particular plan, %and be -open ¢
. 5. Enmmminomn®  tO new ideas and ready .to change directions. a
’ @ o . : - '
., o . . . L . v '
- - l, .
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Hurt, helpisss . . the brightest kope for Yhe future

v E °

Y
Arrange for a one-onsone relatidnship between a child and .
a volanteer whenever possible. Selection of the volunteer1
should be done very. carefully out of a concern for the child's

) ) needs and the volunteeg's commi tment. It is sometimes important -
*  for that voluntéer to-be a male who is selected to serve as a ' N
nonsviolént role model. Regardless.of the particular situation,

it IS 4mportant for each child to.find a.stable relatuonshlp
within.the crisis sutuatuon Finding that can make al] the '
difference. = . » ’ N .

hd L g

) Provude,educatlon within a regular school system if &t all - B A
T | possible. "It i's sometimes possible:with the help of a ’ . "y
. transportation volunteer and in cases where the father is not -

going to attempt toytake the children, to keep the children in -
- I their own school’ Where this is not possible, and it is also
uncertain when mom will choose to relocate, consider entering
the child into the school closest to the shelter using- the
'shelter address. |In some cases neither alternative will be )
.t feasible. In that caét _the shelter must provide an on-site M
./ classroom or tutering situation. If the space and thefstaff are © -
- available even on a pavt-time basis, a learning Center/4|brary
) room can be an appropriate setting when a classroom/%tudy setting
, ;= is indicated.. Often retired or substitute teachers are willing : .
: to serve as volunteers and, in at least gne gnstarce, the ‘locat
" school system was\willing to supply a teacher to the shelter
s . facility.

{

-

’ . ~ =

¢
»

BasncalWyvthe shelter's posutlon should be gne zf’communlcatung
with the chijld directly, assessnng ‘his/her needs apart from thosd§

44————ﬂsﬁ—the—-other and/or the family, and seeing to it that those needs .-
v ‘are addressed. It is important to let the child: know-that the ' R
"o world can be a caring, welcomlng place ---that some adults care ) .
' for others just because they are human beings. -
. The more you.work with the chlldren, the more you will be convinced .

' that.the actual victim of domestic vuolence is not the/only victim -{

witnesses can be victims tod. *;,‘/' .
‘ . e y -
L - -~ L ~ - . ’ v ’
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Whers do go from. hers

’ L. . —
- 4 r .
We (shelters) are all working toward our own demise: If we
are really successful, our size will dimihish due to increased
~community awareness and response. Unfortunately, there is much
work to'be doqe between that -time.and this. -

To facilitate our efflcuent and-e%féctuve growth

we need to: “ v

Deve lop and maintain a nation-wide hetwork ,
of communication among shelters, groups 7
a working toward shelters, related service-

providers, elected dfficials, etc: We . /.
deed—%€=$a%5;o one another -- sharung . ‘ ' »
expertise L, : o

Develop a research tool to help define the problem and begnn
te explore and document possible treatment plans. We need

to know who we are serving and the: best ways to provude that
servnce. ‘ . -

¢

Record and document services and service statustics nation=
wide. Formulate standardized data collection for the -purpose
of comparison and direction. Begin to draw conclupions aboyt
the.- relationship between population, drea,‘location and the
necessary number of shelter facilities. We need to know hew
“many people in how wide an area can be adequately served by
33 sipgle shelter facility.

v

- . ) .' * . g B ’
. . Develop and provide well-planned children's programming. |If
we are to be able to "break the cycle of vuolence” »” the chlld-
ren must be our. focus. ” - :
- Develbp and provide programming/treatment fo'r batterers.
-~ ——— R s

“*&s(b

Continue to encourage community awareness particularly on, the

part of the ''gate-keepérs'' -~ teachers, Iawyer{, caseworkers,_
clergy, etc. . .

.

P

Work toward approprlate community responses -~ legally,
socially, econom)éally -- particularly for women.:

« &
.

-

ye .




Whers do we go ﬂm@m*m@'m

]

: - ¢
In closing, | would hope. we who work with victims of domestit
,viokence will remember pot to generalnze -- being abused is not
the sum and substance of anyone's exnstence, it is a‘problem .
to .be dealt-with, but we should strive to look beyond the prob-
lem to the woman =- her unlque needs and contribptions. -The *
following '"Bill of Rights‘for w|nners” may be helpful to staff,
vqunteers, cliehts, and resndents. .

* »

Aruitoxt provided by Eic:
)
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A BILL OF RIGHTS FOR WINNERS

llﬂll{lllllllllllmll" v " v TERRO00LRNNEINNR0 100 BOORY

-

0
A d v

" You have the right to be you -- the way .you are, the way you

.

and the amount of effort.
You have the right to'privacy =-. in a marriage, in a family, in-
=any telationship, in any group -- the right to keep a part of your

You want it to be that way. And you have the right to-be alone

@ part of each day, each wee y and each year, to spend time with
yourself, \

You have the right to be loved and: to love,/to be accepted, cared
for, and adored,, and you' have ‘the right to- fulfill that right.

-

You have the right to ask questions, of anyone, at any time, in
any matter that affects your life, so tong-as it is your business -
to do so, and to be listened to and taken seriously. ) C

You have the right to self-respect'ﬁnd to’dg everything you need
to do to increase .your self:esteem so long as you hurt no one
in doing so. : - : ,

.

~

You have the right to be happy, to find something in the world
that. is meaningful and rewarding to you and gives you agsense
of completeness. ) .

.

~ You have. the right to be trusted and to trust and to be taken at
.your word, If you were wrong, you have the right to bk given a’
chance to make good, if possible.: : -

Ly

v

. : — ) { .. R
You have the right to be free as long ‘as you act ‘Fesponsibly and
" are mindful of the rights of others and of those obliﬂltlons that
you entered into freely. : . .
\ 2 , .
You havé.the right to-wih, ,to,succeed, to make plans, to see those
plans‘fulfjlled, to become that best that you can possibly become.

-

m_“m::mmmmmnunmnmqmmommilmtmmlmmn

(Handout from Family Counseling Service, Aurora, l1linois)
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i
want to be. : . 3 \ i B

You have the right to grow, to ch?nge, to become, to strive, to
reach for any goa}l, to be limited only by your .degree of talent _

life secret, no matter how trivial or how important, merely because‘/’g,,—

)
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- Written on our walls . .. stched in our 'mméim«mrﬂ@g

The office/meeting room of the Community Crisis Center is

usually crowded wjth residents, staff members and volunteers.

The conversation is not .always "‘heavy," but is often fun . and
thought-provoking. The following are some of the "pearls of .
wisdom'' to be found on the walls of the Community Crisis Center..

~

.




You HAVE TO LET ME - ' _ - &

BE INDEPENDENT - : . . -
N . Nevern cavy anyone on your
. ; _ back who 4s capable of walking.,

Does your mind feel more and more like teflon? Nothing
: ’ . sticks to it lately?

)
‘

A thrée-piece suit
Doesn't '
Make

Yor - .
Sane. ' Get your "ask" in gear!

‘

Don't be grounded when the rapture comes.

If

you

don't’ v

understand Abstinence .makes the heart grow fonder.

it, , R -t .

you o v -

can't ' - T e .
get * ..  The tenter is for [people who don't
confused. know where to go . . . [(Vivian - age 4) ~

-

parts of me . /- >
“arne . - ,

wonderful.: ‘ NOI" depressed.
. 3 | just have.
.- . . - a touch
When you stop to'think, .. B of
Don't . ~ . apathy.
Forget .- ) : . ]
: to start again, . ‘ ‘ ’
: V4 1 SUFFER FROM MENTAL HEALTH!.

.
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' ODE TO A BATTERED WIFE

 When yowr.husband comes home, .
= And he beats you each night, ) ) . ’
- Don'z stand in the connen, ‘ .
Just shaking with §right. Ll -
When it's Safe, get yourself and the Kids, : . .
Away grom the-plade.

Cause (t's only yolisels you'LL have to face.

When you'ne old and you're gray,
And you're battered and blue, " -
Who'£L care fon the children? _

Who’ & -care about You? o - ’
There will be no nespect,. ' L

After all you've been through. ‘ 5

Your family and friends, '
They'£L be gone, Zoo. , . 2

. You'LL be trapped in your house, ' .
ot Like a dog on a cat.

i . Tt won't be wonth anything. -
It will be just plain glat. -
Take heed to my waoring., " -

148 all very true. ' »

14 you’ ask ‘how T know this, \ .
IIZ%A because 1'm Like you. :
PRI ‘Renee
. & \ &

N a : -
As part of the out take-procedure of the chmuniEy Crisis Center,
residents are asked their feelings about the time they spent with
us. In reply, we recelved the above advice to battered wonien.:
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