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WELCOME 

TO

NEW BEGINNINGS
RESIDENT HANDBOOK: 
New Beginnings 

Policies & Procedures
Mission Statement:
New Beginnings provides a safe, secure residence for pregnant women and their babies while fostering self-esteem, educational growth, and skills of living, parenting and decision-making based upon Christian values.
Purposeful Vision:

We envision strong, independent women who build better futures for themselves, their families, and children.

CONTACT INFORMATION:


NEW BEGINNINGS BUSINESS LINE

320-255-1252

NEW BEGINNINGS FAX NUMBER

320-255-1253

RESIDENT LINE

320-253-4419
NEW BEGINNINGS WEBSITE

www.newbeginningsmn.org

NEW BEGINNINGS E-MAIL ADDRESS

info@newbeginningsmn.org

NEW BEGINNINGS MY SPACE URL ADDRESS

http://www.myspace.com/newbeginningsmn
MAILING ADDRESS

40 NORTH 25TH AVENUE

ST. CLOUD, MN 56303
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Community living usually means several unrelated people living together.  This is not always easy.  That is why we wrote these guidelines.  We hope that this will make it easier for residents to live together here at New Beginnings.

This program is a great opportunity for a resident to learn about herself.  It is also an opportunity to learn about other people.  To make this a good experience for everyone, it is important for all residents to cooperate and work together as a team.

We understand that it is an adjustment to live here.  Our hope is that this handbook will assist you in this manner.  Please read this handbook carefully: understanding the basic rules will help you avoid issues while living here.

We are all here to learn a better way of life.  Some of us need to learn this more than others.  Try to suggest and ask rather than demand. Learn to listen to all others.  Remember that you are here to learn & change even though this will be difficult at times.

YOU WILL GET OUT OF THIS ONLY WHAT YOU PUT INTO IT!

New Beginnings is not just a housing program.  This is an opportunity for residents to learn daily living skills, parenting skills, and how to be successful and independent after leaving the program.  This book will explain the program rules of day-to-day living.  It also explains any other expectations in the New Beginnings program.  It will explain safety, program expectations, and what you can expect from each staff member.  Please remember that each resident is here for unique reasons and has their own personal goals.  These reasons and goals should be respected at all times.

The final section tells you about the baby rules.  These rules apply to all mothers who will stay at New Beginnings after their baby is born.  These rules are essential for mothers to follow to insure that their babies get a healthy start while staying at New Beginnings.

If you have any questions or concerns, please feel free to speak to any staff!  

WE ARE GLAD YOU ARE HERE!

General Expectations
· All residents are expected to comply with all house rules.  During the week residents must be active in program expectations and completing personal goals.

· New Beginnings requires that residents stay in the house overnight Sunday evening through Friday morning to work on goals.

· All minor residents must have their weekend plans/transportation APPROVED by day staff and their parent/guardian before noon each Friday.  If not approved in advance, the request is automatically denied.
· Adult residents also need to have their weekend passes turned in before noon each Friday and  APPROVED by day staff. 
· A positive attitude and respect are extremely important in the house.  If residents have poor attitudes and disrespect others in the house, it brings the rest of the house down and will not be tolerated in the program.

· Pregnant women can come to New Beginnings at any time during their pregnancy.

· When a woman chooses to parent her child she can stay for up to one year after the birth of her child.

· When a woman chooses to place her child for adoption, she can stay for up to 90 days after the placement of her child.

· We all need to feel safe here.  Aggression and violent behavior will not be tolerated.  Verbal threats or intimidating behavior are also not allowed.
· Please pick up after yourself, your child, and your guests.  There are many times when we have visitors or individuals touring our building.  

· The community has an impression of us:  No-one objects to having fun, but remember that you are now considered an adult.  This isn’t about what you did in your past – this is now.  Please conduct yourself in a respectful manner no matter where you are.  Each person’s behavior reflects on all of us.  Respect yourself – respect all others.

· New Beginnings does not discriminate or allow discrimination against any residents/prospective residents in the access to, admission of, and full utilization of benefit from its services because of race, color, creed, religion, sexual orientation, marital status, national origin, disability, or status with regard to public assistance.

· Use of alcohol and drugs are not allowed while enrolled in the New Beginnings program.  Each resident must agree to random testing before being accepted into the program.
· No smoking on the New Beginnings block.  Minors are not allowed to smoke due to the law. 
· No swearing or inappropriate language allowed.

Boundaries

· Residents are not allowed to have any type of relationship outside of work with staff members while involved with New Beginnings or for at least one year after leaving the program.

· Residents are not allowed to request the personal e-mail address, home phone number, cell phone number, or home address of any New Beginnings staff member.

· All residents of New Beginnings must sign, turn in, and agree to the terms outlined in the Boundaries form given to each individual prior to admission.

· Residents at New Beginnings are considered vulnerable adults or minors.  New Beginnings does not allow residents to share cell phone plans.  Residents are not allowed to borrow personal belongings to other residents, including food items or food money.
· It is not appropriate to give or receive gifts between staff and residents.

Scheduled Appointments

· It is important to keep all scheduled appointments with staff and other agencies or professionals.
· Persons the residents are asked to have contact with will include (but not be limited to): 

· Program Director 
· Social Work Intern 

· Resident Program Coordinator

· Program Assistant  (weekly assistance with goals) 

· Executive Director (as requested)

· Public Health Nurse

· Mental Health Counselor

· Physician

· Mentor 

· Social Worker (adoption)

· Family Home Visitor 

· Early Head Start (weekly)

· WIC

· If a resident is unable to keep a scheduled appointment, it is requested that the appointment be rescheduled at least 24 hours prior to the time of the appointment.  

· If a resident does not attend any scheduled appointments, points will be docked.

· Please be on time to all scheduled appointments.

· It is required that each resident write down all scheduled appointments in a planner and on her weekly schedule posted on schedule board.  Schedules must be turned into the Program Assistant each Friday by noon for the following week.  Please refer to the area on ‘Weekly Schedules’ for additional information on this topic.
· Residents must tell staff of all meetings and appointments, if this is neglected, points will be deducted. 
Confidentiality

· Confidentiality is important and will be upheld by all New Beginnings staff.

· All staff members have access to “Progress Notes” on each resident.  The progress notes allow staff to communicate general information/concerns regarding residents.  Staff is required to write daily progress notes on each resident.

· Releases of Information are signed at time of admission to New Beginnings and anytime thereafter to help staff effectively work with each resident on their goals.  Without signed releases, staff members are not able to communicate with anyone working directly or indirectly with residents.
· Residents should maintain the confidentiality of other residents.  Residents are not allowed to share information about other residents with family, friends, or other residents.

· All residents will sign a Confidentiality policy during the intake process. An unsigned copy of this form is included in the back of your handbook.  Residents under the age of 18 will also have their parent or guardian read and sign in agreement to the policy.
· Confidentiality rules apply to all group programming.  We want everyone to feel safe to share during the program events.

· It is inappropriate to request or provide service (for example: baby sitting, cleaning help, etc.) between staff and residents or previous residents.  

· Residents will sign a boundaries policy which describes the expectations in further detail. Residents under the age of 18 will need to have a parent or guardian sign this form. An unsigned copy of this form is included in the back of your handbook for review.  

Weekly Schedules

· Weekly schedules for each resident need to be turned in to the Program Assistant and posted on the schedule board door for the next week no later than Friday at noon of the prior week.

· Weekly schedule forms are located on the top floor, outside the living room door, in the ‘Resident Binder’.  If the binder is out or running low on copies, please alert staff.

· Staff use resident schedules to make appointments and to be sure residents are active in their goals while at New Beginnings.

· The schedules are also used for a visual for the resident to plan their upcoming week and also to assist each resident with building their time management and organizational skills.
· Schedules include school, work, doctor appointments, Public Health Nurse, Early Head Start, meeting with New Beginnings staff, cooking, programming, chores, and any other scheduled appointments.  There is a checklist at the bottom of each schedule to help remember all appointments that should be included on the schedule.
· Points will be deducted for not turning in a schedule.

Signing In and Out

· The sign in/sign out board is located on shelf outside the Resident Program Coordinator’s office.

· The resident will sign her name (and her child’s name if baby is with her), indicate the time she is leaving, her destination, her form of transportation, and estimated return time.  When returning, sign in the actual return time.

· If a resident is getting a ride she needs to list specifically who is transporting her.
·  All residents must sign out when leaving the building, and must sign in when returning.  This includes having staff immediately initial the board at the time of departure/admission.
· Residents need to verbalize their plans to staff when signing out.
· Staff requires signing out even if you expect to be gone for only a few moments.  This includes times when a resident takes out the garbage.

· The signing in and out procedure is partly done for fire safety.  In case of a fire, staff is able to reference this form in order to see which residents are currently in the building.

· If a resident does not sign in or out when coming or going, points will be deducted.

· If a resident does not return within the designated time period, the resident must call New Beginnings to inform staff of circumstances and an updated return time.  Failure to inform staff of resident intentions, or consistent absences from the program may result in loss of weekend pass, points deducted, or discharge from New Beginnings.

· If a resident, who is already signed out to a specific location, would like to change or add a destination she must call staff and change her destination and return time. Staff may request that the resident return to New Beginnings and sign out to the new destination.

· If a resident does not call or return, their parent, guardian, or county worker will be notified and they may be reported missing to the St. Cloud Police Department.

· Residents are only allowed to sign herself and her child out. 

· New Beginnings staff can not require resident’s to stay in the facility.  However, leaving without staff approval (getting sign out initialized) may result in immediate dismissal from program or other disciplinary action.   

Curfew
· City curfews will be enforced for all minor residents.  City curfew is as follows:  Sunday through Thursday: 10:00 p.m.  Friday and Saturday:  12:00 a.m.
· Curfew hours vary for minor and adult residents.  The general curfew time for all adult residents is 10pm Sunday through Thursday and 1am Friday and Saturday nights. The resident’s guardian will determine the curfew for minor residents.  
· Curfew is the time that a resident is expected to be in the New Beginnings building.

· A resident may be reported missing and/or docked points for missing curfew.

· Residents are required to call if something happens which will make them late. 

· Minor residents may be reported missing to the local authorities if they are more than 2 hours late for curfew.

· Residents also have a ‘room curfew’ each night.  Residents are expected to be in their rooms for the evening at 11pm Sunday through Thursday and 1am Friday and Saturday nights.  This means that residents should not leave their room for purposes other than using the restroom, caring for baby, an emergency, or to get assistance from the Resident Assistant (RA). 

· Residents breaking room curfew will lose points and repeated offenses may result in a disciplinary action.

· Doors are dead bolted and locked at curfew each evening. Residents will have to call staff in order to enter the building after curfew.

Resident Council 

· Resident Council is held monthly and when deemed necessary.  Resident Council is held to give residents an opportunity to voice concerns, questions, or to lead a discussion on anything pertaining to New Beginnings.  It is also a time when staff at New Beginnings can announce various topics for all residents to be updated on at one time.  This helps to have all staff and residents on the same level of understanding house rules and regulations.

· It is resident lead and staff observed.

· Resident Council gives residents a chance to have a voice in a non-threatening setting about house dynamics and needs.

· All residents are expected to attend and participate.  Points may be docked for missing resident council meetings without prior day staff approval.
· Minutes are to be typed by assigned resident, filed in ‘Resident Council’ binder (on table outside living room) & a copy given to the  Program Director within 48 hours after meeting.  Typed minutes should follow the assigned format (example in binders).

School, Work or Volunteer

· New Beginnings requires all residents be active during the day.

· If a resident does not have her High School diploma or GED they are required to work towards obtaining one while enrolled in the program.  The Resident Program Coordinator will assist the resident to enroll in the best program for the resident.
· If a resident does have her diploma or GED, or if school is not currently in session (summer), a resident will obtain employment or volunteer.
· If a resident is unemployed after one month, she will accept volunteer assignments in a non-profit agency in the St. Cloud community while continuing to look for employment.
· Work schedules need to be turned into the Program Director at least 48 hrs before a work shift and written on the ‘Resident Work Calendar’ outside of Program Coordinator’s office on the Friday prior to the scheduled work  week.  All work schedules should be included on each resident’s weekly schedule that they turn in.
· Any work or school plans should be primarily between the hours of 8 a.m. to 5 p.m. Monday through Friday or on weekends. If work hours are after 5 p.m. Sunday through Thursday, prior approval must be obtained from Program Director or other day staff.  

· As a resident works through the New Beginnings program, they will receive more privileges and may be able to miss up to 2 days of programming each week, as long as this is approved at least 72 hours before the first scheduled work shift.  When a resident completes each phase of the program, completing personal goals, additional flexibility is rewarded.
· Points are rewarded to residents for the hours they volunteer, work or spend in school each day. 

Choice Rewards
· The Point System was created to provide residents with extra incentive to make the most of their stay at New Beginnings.  All activities are rewarded by the addition of points, and when a resident chooses not to follow the requirements, the staff will deduct points. 

· The points can be “spent” in the New Beginnings on-site stores.

· There are two “stores” at New Beginnings.  One is designated as the “Women’s Store” and the other is the “Baby Store”.

· The store doors remain locked at all times.  Any staff can take residents to the store to purchase items.  There may be times when staff is busy and cannot immediately open the store.  Please be patient and schedule a time with the staff to visit the stores as soon as it is less busy.

· Points cannot be used to purchase items for other residents.

· Residents may not exchange or return any products without day staff approval.

· Residents may continue to earn and use points for up to 12 months after leaving New Beginnings by participating in the transitional program.

· Each resident has a weekly point sheet that is to be kept in her mailbox. Points will be totaled and added to a new point sheet on Fridays.
· Staff initial each time they add or deduct points, if you have any questions or concerns please ask the appropriate staff member.
· Residents are responsible for adding their own points to their point sheet after they complete a meeting, attend school, etc.  The Resident Program Coordinator will then put her initials behind the points at the end of the day.  
Chores

· Chores are to be completed every evening, Sunday through Thursday, after dinner.
· Chores are necessary to keep the New Beginnings building clean, up to licensing codes, and in good condition.  No chores require heavy lifting and only require a few minutes to complete each evening.
· All residents are expected to complete assigned household chores. A Resident Assistant (RA) makes the chore assignments each Friday evening.  The chores rotate each week.

· When each chore is completed, each resident is responsible for letting the RA know to check their chore & to add points to resident “Point Sheet”.

· Points for chores are given on a scale basis.  The better the chore is completed, the more points awarded.  

· Failure to complete chores in a timely manner will affect not only earned points, but also may result in a deduction of points or not receiving a weekend pass.

· In addition to the assigned chores, each resident is expected to help with cleanup after dinner.  This includes taking your own dishes from the table, rinsing them & putting them in the dishwasher and also helping clear off the table when residents have finished eating. Place leftover food in appropriate covered containers, label food with current date and name of food, and place food in walk-in cooler.

· Chore explanations are posted in the kitchen & on the information board on the 2nd floor.

· Additional chores may be assigned to a resident as part of their consequences for not following New Beginnings rules. 

Bathroom/Shower Rooms

· Since the bathrooms and shower rooms are shared, it is important to check for cleanliness when you leave the room.
· Shower rooms are open for use from 6am to 11pm Sunday through Thursday and 6am to 1am Friday and Saturday. Exceptions may be made with staff approval.
· Please take all personal items with you. Check to be sure room is free of hair or excess water.

· Disinfectant and cleaning products are provided for your use in the hall closets.

· Shower rooms are cleaned by assigned resident each Monday & Thursday.

Parking/Vehicles

· New Beginnings has parking available on the east side of the building.

· Please be courteous by parking between the lines and allowing enough space for other individuals to open their car doors.
· Please do not park near the garage doors. 
· Residents must have a valid driver’s license to drive as well as current vehicle insurance to own a car while at New Beginnings.

· Parking is not allowed in the Carribou/Papa John’s/Kinko’s parking lot in front of the building.  Vehicles will be towed, at owner’s expense, and points will be docked from resident.

Transportation

· Resident Assistant employees are allowed to transport residents only after receiving prior approval from authorized day staff. 
· Most residents will be using the city bus system for their primary source of transportation.  A bus ambassador, or volunteer, is available upon request, to assist the resident in learning how to use the bus system.  
· Bus passes may be available for purchase with points at New Beginnings.  There may be times when New Beginnings does not have bus passes available.  It is then the responsibility of the resident to purchase a bus pass at the main bus terminal downtown or at Byerly’s customer counter.
· Volunteer drivers may be available to transport residents for certain appointments.  A formal request must be made to day staff at least one week in advance.
· Any resident who has a vehicle at New Beginnings must have a valid driver’s license and current vehicle insurance.

· Under no circumstances shall an adult resident transport a minor resident of New Beginnings anywhere without day staff approval or supervision.  The Executive Director, prior to the transportation occurring, needs to approve all transportation by a New Beginnings resident of another resident.
· Only persons listed as approved by the resident’s parent or guardian can transport residents under 18 years old.  This information must be listed on the resident transportation form with a valid parent/guardian signature. 
· Most health insurance plans allow individuals to request a “med cab” to transport to medical and counseling appointments, which is then covered by insurance.  These requests must be made at least 3 days in advance by calling the support number on the back of your medical card.  This should be utilized before requesting a volunteer driver from New Beginnings for medical appointments.  
· Day staff is extremely busy.  We do what we can to assist each resident, but we are not here to drive everyone to and from each appointment.  Day staff and RA’s will transport a resident to their first appointments for the doctor, school, county, Birthline, and counseling.  After this first time, it is the resident’s responsibility to find their own transportation, call their medical insurance to arrange for a med cab or to learn to utilize the bus system.  
· If you require a ride from staff, because of negligence to arrange your own transportation you may be charged 30pts.  
Weekend Passes

· Weekend passes need to be given to the Resident Program Coordinator no later than Friday at noon for the current weekend.  All weekly requirements must be met before a weekend pass will be approved.  Residents must turn in their weekly schedule for next week and weekly requirements form along with the weekend pass request in order for the weekend pass to be a possibility.

· Weekend passes are earned according to the resident’s behaviors and attitude during the week.  Residents must also complete all chores, clean room expectations, meetings, and 
goals for the week prior to being allowed a weekend pass.  Weekend passes are awarded at staff discretion.

· The passes are to leave New Beginnings on Friday, at noon, until 5 p.m. the following Sunday.
· Forms are located upstairs in the ‘Resident Form’ binder.  If a resident is a minor, the parent or guardian must call day staff to give their consent for each pass.  Only persons listed as approved to the parent or guardian can transport residents under 18.

· If a resident is signed up to cook on Sunday, they must return early enough to have the meal ready by 6:00 p.m.  All residents are due back by 5 p.m. Sunday evening.  
· Failure to return from weekend passes on time may result in loss of points, denial of future weekend passes, disciplinary action or a report to St. Cloud police department.
· Residents do not receive extended passes if there is no school or other obligations.  

· If a resident needs an extended pass for a particular reason, this pass needs to be approved by day staff and is still earned based on regular pass requirements.

Holidays

· Holidays recognized at New Beginnings, include but are not limited to: New Years, Easter, July 4th, Memorial Day, Labor Day, Thanksgiving, and Christmas.  Residents may have the right to earn an extended weekend pass to be with their family and friends during these holidays.  These breaks are based on the residents current obligations, schedule, and the overall attitude in the program.
· If there are other cultural or spiritual holidays that you participate in or practice please talk to staff.
· Staff will post the extended pass dates at least one week prior to the holiday.
· Residents are welcome to stay at New Beginnings during any holiday.  Please notify staff ahead of time if you plan on being at New Beginnings, to allow adequate staff coverage.
Television/Upstairs Living Room

· TV hours are 4 pm to 11 pm Monday through Thursday.  Weekend times are open in accordance with staff. The upstairs living room is usually locked during non-TV hours.

· The TV in the AT room is not locked but is restricted to use only by those who are making progress in the program and have finished their daily/ weekly requirements.

· “R-rated” movies are not allowed at New Beginnings unless they are used for educational purposes assigned by staff.

· There are two televisions in the house with cable, a DVD player, and VCR (upstairs living room & Angela Thomas room).  There is also a television with a VCR in the resource room.

· No food or beverages are allowed in the living room areas, without prior day staff approval.

· Please turn off the TV and lights when you leave the room.
Laundry

· The laundry room is on the basement level. 

· Resident is responsible for supplying detergent; there is no charge for the use of the machines.  Residents should not leave their laundry detergent sitting in the laundry rooms when not in use.  Store laundry detergent in resident bedroom.
· Do not leave clothing in the machines for long periods of time, or past scheduled laundry time, as others need to use the machines.  Laundry left downstairs in laundry room overnight will be placed in 50 cent box and disposed of after 30 days.  
· There is a dumbwaiter located on the top floor for transporting laundry.  Please use a basket to keep laundry from jamming the dumbwaiter. Do not overfill dumbwaiter.  Please keep dumbwaiter door closed when not in use.
· Each resident is assigned a laundry time specifically for them to get their personal laundry done.  If you would like to do your laundry on another resident’s assigned time you must ask the resident for use of their laundry time.  Unassigned times are available to do additional laundry.

· New Beginnings is not responsible for any items left unattended.

· Laundry must be completed by curfew each evening. Residents are not to break room curfew to check or retrieve their laundry.

· Please do not overload washers and dryers, misuse of the machines may result in loss of points, losing the privilege to use the machines or being charged for repair bills. 
· If you need assistance with your laundry or learning how to work the machines please ask staff. 

Illness

· In the event you become ill, it is essential to alert staff.  If you are unable to do so ask another resident.  Staff will assist you in calling the doctor or other help.

· If your baby seems ill, alert staff immediately.  Staff may recommend that you contact a doctor’s office.

· If you have repeated illness which you feel prevents you from going to school/work/volunteering, staff may require you see a doctor that same day to rule out serious illnesses. 

· Residents or babies that are sick should stay out of all common living areas and away from other residents and babies, to prevent spreading illness.  

· Residents who do not attend school, work, or programming due to illness are not allowed to leave New Beginnings for social activities the same day.
Smoking

· New Beginnings discourages all residents from smoking for health reasons.
· Smoking is not allowed for minor residents. This is grounds for possible discharge from the program.  Minors can be randomly tested for nicotine.
· Smoking is not permitted in the building or on New Beginnings property.

· Smoking is not allowed anywhere on this block.  New Beginnings and the school parking lot are all considered school property, where it is illegal to smoke.  And Carribou’s parking lot is considered off limits.  You must walk across the street to smoke.  

· If a resident is smoking outside of designated areas, points will be deducted and other consequences may be given.

· Staff is not allowed to watch babies while residents go smoke.

· Please be respectful to others’ property.  Please dispose of cigarettes in a proper manner – leaving them for others to clean up is disrespectful.

· Residents are not allowed to sign out between curfew and 8 a.m. or between 4 and 4:30 p.m. for a cigarette.
· Residents cannot go out to smoke in groups as it should not be a social event. 
· New Beginnings has resources available to help residents quit smoking.  Please speak with the staff for more information.

Office Areas

· New Beginnings is a home for you and your baby as long as you are here.  However, it is also a place of business.  The main office area is near the front door and is open from 8 a.m. to 4:30 p.m.  Day staff can assist you in that area during those hours.  Residents are not allowed in the main office area unsupervised or after business hours.  The main office is not a place to hang out.  
· Residents are not allowed in any office unattended due to confidentiality.
· If the glass door near the sign-in sign out board is closed please come back in a few minutes. This door is closed to ensure confidentiality, if you need to be seen immediately please knock and announce yourself.
· Residents are not allowed to place papers in staff in-boxes.  Please give the papers to staff to place in the appropriate area.

· Proper dress attire is required in all office areas and on the main level.  This includes having shoes or foot apparel on at all times.
· Staff meets from 7:30 a.m. to 8 a.m. and from 4 p.m. to 4:30 p.m. every day during the week for shift change.  Please try to not interrupt this meeting if possible.
Evening Programming

· Programming is scheduled to benefit the resident’s well-being and ability to live independently after leaving the program.  If a resident has any suggestions as to programming activities, they should speak with the Program Director.

· Staff expects residents to be on time and to be courteous and respectful during presentations and other programming activities.  Points will be deducted for bad attitudes or poor behavior during programming.  Respect should be shown to facilitators at all times.  They are taking time out of their schedules to come to New Beginnings.

· Programming is generally scheduled Sunday through Thursday evenings. It generally begins between 6:30 and 7:00 and lasts anywhere from ½ hour to 1 ½ hours.  There will be times during the year where a resident will attend limited morning or afternoon programming.  
· The program calendar is printed and distributed to each resident at the beginning of each month and is also posted near the sign-in/out board.
· Programming is a requirement for all residents to attend.

· Points will be deducted for a resident not being an active participant in programming or missing when resident did not receive prior day staff approval.

· Missing programming for work obligations needs to be approved by Resident Program Coordinator or other day staff at least 72 hours in advance.

· Babysitters are provided onsite for all appropriate programming activities, unless your babysitter privileges have been suspended.  Certain programs do not require a babysitter.  Residents must review Babysitter Guidelines with staff in order to use volunteer babysitters.

· Cell phones are not allowed during programming.  It is very disrespectful to the facilitators and other residents to be texting or playing with your phone while you should be participating in programming.  Leave cell phone in your bedroom. Points may be deducted or staff may hold cell phone during this time if you fail to comply. 
· Prior residents are invited to attend programming for up to 12 months after discharge from the program.  Residents will be awarded points for attendance.  Prior residents wishing to attend programming must notify day staff of their request to attend at least one week before programming event.  Babysitters may not be available for past residents on-site if adequate notice of attendance is not given.  

· Prior residents will not have babysitters scheduled for programming if there is any history of misuse; for example: a resident requests a babysitter for programming and then does not attend programming and does not notify staff of their change in plans.

· Confidentiality rules apply to all group programming.  Do not gossip or backstab, or share information on others.  This is the quickest way to lose what could be a valuable friendship and you would not like this if someone did this to you.  
· Residents may not like or understand the meaning for all programming, but each resident is expected to attend and behave in a respectful manner.  Be open and willing to expand your horizons.  

· Be supportive of each other during programming, listen and give feedback, don’t interrupt while others are speaking, and stay on topic.

Bedrooms/Furnishing

· Each resident has a private room with adequate furniture.  Staff will do an inventory of the room items when you check in and before you leave.

· Each room has assigned furniture specific for the designated room.  Please do not move any furniture from the rooms without staff permission.  If you don't want an item displayed in your room, it still must be stored in your room. 
· Wash bed and crib sheets weekly.  Keep mattress pad on bed at all times, unless it is being washed.  Mattresses, box springs and all pillow cases must have a plastic covering on them. This is a mandatory requirement as part of our licensing agreement.
· Lock your room when you are going to be out for more than a few minutes.  This is for safety and security of your personal items.

· Each resident is responsible for turning off lights, closing windows, and locking the door when leaving her room.  Points may be deducted if you fail to do so. 
· Rooms are to be kept clean and organized.  Room checks will be conducted every Thursday, and randomly if found necessary by staff.   If bedrooms are not clean, a resident will be docked points and will lose their weekend pass privileges.

· Each room has resident or baby room expectations posted on the closet door. There is a copy of these expectations in the back of this handbook. 

· Residents are required to have their rooms clean and organized before signing out for any social or entertainment purposes. Residents may be asked to straighten their rooms at anytime.

· No food allowed in bedrooms.

· No pornography, r-rated movies, or profanity allowed in the bedrooms.  No inappropriate posters, clothing, or music allowed.  If found, these will be taken away by staff.

· Be respectful of others. Keep music and voices down.  Remember that babies sleep at all times of the day and don’t appreciate being awakened.

· Residents are not allowed in other residents rooms unless they are with the person occupying the room.  
· Do not go into other resident’s bedrooms/baby rooms unattended.  If you hear another resident’s child crying, please alert the mother or staff.
· A resident will be dismissed immediately if caught stealing or damaging others’ property.

· All large electronics (i.e. televisions, computers) brought into bedrooms must be pre-approved by day staff.

· There is no cable television available in the bedrooms.  

· Staff reserves the right to enter any resident’s bedroom if they feel there may be reason for concern. Staff will knock and ask you to open the door. If you refuse or do not answer staff will alert you that they are opening the door. 

· No visitors are allowed in bedroom unless special permission has been given by staff.  This is done mostly in the cases of showing family your room, moving in, or moving out.

Fire and Weather Safety

· Staff will conduct monthly drills.  Drills will be at different hours of the day and night.  Your cooperation is essential.  Drills provide practice of behaviors to be used if a fire occurs.  Follow the directions of the staff person in charge during each drill.

· If you smell smoke or see fire, alert staff and everyone in the area.

· The burning of candles and/or incense is not permitted in the building.  This is considered a fire hazard.

· Designated tornado area is in downstairs hallway, between the kitchen and laundry room.  All persons are to remain there until an “all clear” signal is received.

· Smoke detector and safety checks are done the first week of each month.  This is done by a volunteer.  The volunteer will have to enter your bedrooms to do this.  Please have bedroom area clean and organized.

· Not actively participating in the drill may cause a resident to lose their weekend pass or other resident privileges.

· Please see the emergency plan in the back of this handbook. This plan is also posted upstairs on resident information board and is in the logbook for staff.   If you have any questions please ask staff.

Guests

· Guests are only allowed to visit in the designated visiting rooms, which are the board room, the downstairs living room, and the resource room.  Residents are allowed to show family their bedrooms, but this is only allowed one time.  No residents should ever have visitors in their bedrooms except for showing their bedrooms after they have moved in or when assistance is pre-approved with day staff when a resident is moving in or out of the building.  

· It is important to New Beginnings that residents have contact with family and friends who are important to them.  However, since New Beginnings is an agency with confidentiality being important, residents must follow guidelines for guests.
· Residents need to keep staff informed of guests coming to the house and times they will be here.  If a guest comes to the door and staff does not know him or her, they will not be allowed in the building, for the safety of each resident’s privacy.

· All guests must sign in and out in the visitor book (located next to the sign out board outside of Intake Coordinator’s office).  This is for fire safety and for all staff to know who is in the building.

· Guests must pass a background check in order to be unsupervised by staff while in the building.

· Visiting cannot occur during programming and must have day staff approval for visits during the evening meal.

· If you have further questions please see the visitor policy in the back of this handbook. This is the same policy you signed at move in.

Mentors

· All residents are assigned a mentor during their stay at New Beginnings.  A mentor is meant to be a healthy role model and support system for each resident.

· All resident/mentor relationships must follow the guidelines outlined in the boundaries section of this manual.

· If a resident or mentor does not feel like this relationship is a good fit, either individual can request to end this relationship at any time.  A new mentor will then be assigned.

· It is the responsibility of both the resident and the mentor to build this relationship.  New Beginnings suggests that contact be made by phone at least weekly.  Personal visits should occur at least monthly.  New Beginnings will attempt to hold programming to include mentors on a regular basis.

· Residents should be respectful and friendly to mentors at all times.  Mentors are volunteers who have chosen to give their time and friendship to a resident.

· It is not the mentor’s responsibility to pay for anything for the resident.  Each resident and mentor should discuss each individual situation prior to the event.

Telephone

· All residents will sign a phone contract at move in, a copy can be found at the back of this handbook.
· There is one resident phone line in the house for residents to use.  This phone line has one phone, located upstairs in the phone room.  It is the residents’ responsibility to answer this phone.  For privacy reasons, do not identify the phone location as New Beginnings to callers.  
· Staff does not give out the number to the resident phone line: this is the resident’s responsibility.  The only time that this number is given out is to verified support staff (mentor, counseling, doctor) if they are incorrectly calling the NB staff number.
· Please do not have family or friends call you on the staff phone line.  This gets confusing due to confidentiality and the fact that all New Beginnings staff is trained to not acknowledge an individual’s place in the program if someone calls asking for a resident.  

· Residents should not be on the phone (nor should be receiving calls) after 11pm any night of the week.
· The phones are cordless, but need to be kept in the designated phone room at all times.  If the phone is outside of the room points will be deducted.

· Phone usage during the day should be used for residents to make appointments/business calls.  Personal phone calls should be short and kept at a minimum during the day.

· The phone cannot be in use (or answered) during programming or evening meals.

· Phone times need to be limited in the evening because there are many residents who use the same phone line.  Individuals should not exceed 20 minutes per call.  

· The answering machine is also in the top floor phone room. Do not delete other resident’s telephone messages.  Either save or write down message on message pad located next to machine.  Or ask the caller to call back and leave a message on the answering machine.  Please check the messages on the answering machine daily so that you are aware of any appointment changes or important messages.
· Only local phone calls are permitted on resident phone line.  Residents may purchase a long distance phone card or may use their personal cell phones for long distance calls.

· Do not call 411 for phone numbers you need; Use the phone books or internet.  If you still cannot locate a number you need, ask staff for assistance. 
Cell Phones

· Cell phones are permitted at New Beginnings; all “telephone” rules apply.
· If residents are not applying phone rules to their cell phone, staff may ask the resident to not have a cell phone or require the resident to turn in the cell phone nightly to the RA.
· Cell phones are only to be used in the phone rooms or in resident’s bedroom.
· Do not share cell phone service with other residents.
· Cell phone usage is not allowed during the evening meal or program activities.  Staff may take the cell phone if resident is seen using cell phone during this time.
· Cell phone use is not allowed after curfew.  This is done to promote healthy sleeping patterns for all residents.  If residents are not able to control the use of their cell phone themselves, staff may then request all residents to turn in their cell phone at curfew each evening.
Mail

· Residents may send mail at any time. Residents outgoing mail should be placed in the small basket on the Administrative Assistants desk 

· Stamps may be purchased from Administrative Assistant.

· Mail will be collected each day from the mailbox and sorted into residents’ mailboxes by the Administrative Assistant. Residents are not allowed to put mail in or take mail out of New Beginnings mailbox.  

· Saturday’s mail may not be distributed until Monday morning. 
· If you are expecting a large package please tell staff. 
Computers
· All residents sign and agree to the computer rules at move in. A copy is included in the back of this handbook
· Residents will be provided a password for the resident computer located in the ‘resource room’.   If you lose this password please notify staff
· Residents are to sign in to their own account and sign out when they are finished with the computer. Residents are responsible for anything that takes place while they are signed in

· Day staff will scan for appropriate computer usage, if you are found to be breaking computer rules there will be consequences including loss of points and computer privileges.

· Failure to follow all computer and resource room rules will result in the deduction of points and possible loss of computer/resource room privileges.
· This computer is for residents to use in working towards their goals, chartrooms, instant messengers, dating sites and sites like MySpace and Facebook are prohibited. 

· Residents are allowed to bring in their own laptops with the approval of day staff. 
· New Beginnings has a wireless network that residents may access.
· New Beginnings cannot monitor laptop usage but encourages residents to use their personal computers in a safe and productive fashion.

· Personal computers may be temporarily taken by staff as part of disciplinary action. 
Kitchen/Dining Room/Meals

· To encourage a sense of community, residents are expected to dine together Sunday through Thursday evenings in the dining room.  

· Residents are allowed to miss one community meal each month.  Residents must notify day staff at least 24 hours in advance.
· Residents plan and prepare the evening meals on a rotating schedule Sunday through Thursday.  New Beginnings purchases the food for these five meals.  You are responsible for your own breakfast, lunch and weekend meals.
· Staff will assign refrigerator/freezer and shelf space for your personal use. Be respectful and don’t take things from other people’s shelves.  Stealing food is grounds for immediate dismissal from the program
· Each week residents will be asked to create a menu plan for the planned meal. This needs to include the recipe.  Menus are turned into the RA working by Sunday evening for staff to approve.  All menus must include the five food groups.

· No food allowed outside of kitchen area without staff approval. Just because you got approval once does not mean you don’t need to ask next time.
· Points will be deducted from all residents if kitchen area is not kept clean.  The kitchen may be closed or more closely monitored if residents do not keep area clean & organized.

· Clean up and wash all of your own dishes immediately after breakfast, lunch, and snacks.

· There is a general shelf in the walk-in cooler.  Anything placed on the general shelves in available for all residents to eat and use.  Leftovers from meals are placed on the general shelves.

· Clean up after supper is a joint effort.  Everyone should bring their dishes to the sink & rinse off.  Everyone should assist in putting leftovers in appropriate containers, marking container with current date, & placing food in walk-in cooler.  

· All leftovers kept in fridge need to be securely covered and dated.

· Kitchen area is closed after 11pm, except to use area to prepare baby bottles.

· Please do not prepare snacks after 3:30 pm, while resident preparing meal is cooking. It is not polite to eat a snack and then not be hungry for supper.

· Do not put any food in the sink that does not have a garbage disposal!  

· Remember to run water when using the garbage disposal.  Do not run garbage disposal while dishwasher is running.
· Please make sure that you turn off the stove and the fan above stove after each use!
Security/Keys

· Points will be taken if staff needs to let residents into the building if resident doesn’t have keys available.

· Keys are given to each resident after key deposit and bedroom deposit are paid and are turned in when resident departs from program.

· Security and safety are the number one concerns at New Beginnings.  Many of the rules and requirements are essential to providing safety and security to residents.

· All doors are locked at all times.  The dead bolt will be locked at curfew each night and will remain locked until the next morning.

· Residents are given a key for the front door and for bedroom door.  Residents are to use the front door at all times, except in the case of an emergency.

· Do not give your keys to anyone: friends, family, or other residents.

· If you lose your keys, tell staff immediately. You will be charged to replace the locks.  This is not cheap!

· No weapons of any kind on New Beginnings grounds or inside building.  

Medicine/General Safety/First Aid Kit

· All medications that a resident or baby is prescribed must be reported to staff. Staff will document all medications as well as record possible side effects. 
· Self administration of medications will be monitored by staff.
· Resident medications must be kept in the medicine cabinet above the sink in their room. New Beginnings may ask that all medications be locked in the RA office if there are issues with residents misusing or abusing medications. Residents may voluntarily ask staff to keep their medications locked in the RA office

· If there is reason to believe that a resident is at risk or is currently misusing or abusing prescriptions or over the counter drugs, staff may ask that that resident or all residents have their medications locked in the RA office. 
· There is a first aid kit on each floor of the building:  outside of RA bedroom, under sign in board on main floor, and in the kitchen.  
· Over the counter pain relievers may be available from the RA office.  You must ask staff for this medication for minor pain.  This is for occasional use only.

· If you have persistent pain you must see a doctor.

· The first aid kit also has some Band-Aids for use on minor cuts.

· General safety is everyone’s business.  Please report to staff any apparent safety hazards that are witnessed in the building.

· Please let staff know if either your or your baby does not have adequate clothing for the weather.  Exposure to severe weather poses a health risk.  Staff will connect you to community resources for appropriate clothing for you or your child.
Miscellaneous

· Thermostats on each level control the temperature in the building.  Residents are not allowed to change the thermostats at any time.  If a resident feels that the thermostat needs to be adjusted, they must notify staff.

· Electricity costs money.  Please be considerate and turn off lights and electronics when leaving a room.

· Please do not leave any bags or garbage in the hallways.  This is against our licensing rules.  Take out all garbage immediately.  Items will be put in the 50cent box and garbage will be placed back in your room.
· Occasionally staff at New Beginnings will give a tour of the facility.  This means that some individuals may be shown the living areas of the building (the top floor).  To let residents know that an individual (not a part of New Beginnings staff) is going to be entering this floor, a doorbell will be rang to announce this arrival.  The only other individuals allowed onto this floor are all staff, volunteer babysitters, volunteer program facilitators, previous residents (for programming), Early Head Start, and Public Health.
· Child Passenger Safety Education:  New Beginnings offers education to all current and previous residents on car seat safety. Staff will refer residents to Birthline Stepping Stones program when they first move in. Through this program, residents are able to receive car seat safety training and a convertible car seat for their child. The convertible seat can be used rear and forward facing depending on the child’s weight. New Beginnings will ask the residents to complete this training in their final month of pregnancy to get the convertible seat through Birthline. 

Once the resident’s child is at least 6 months old, they will be eligible for a combination seat from New Beginnings. The combination seat is the next seat for a child to use once they are at the toddler age and older since the seat can be used forward facing and then turned into a booster seat. The resident will need to complete the car seat safety training with the Resident Coordinator and “pay” 50 points in order to receive this car seat. The car seat training will still need to be completed even if they have already completed it in the past.
Maternity leave
· Residents are given a two-week maternity leave at New Beginnings immediately after the birth of their child.  This is a time for the new resident to rest and heal.  It is also an important time to bond with their new child, if they have decided to parent.  

· Residents may be eligible for an extended maternity leave outside of New Beginnings.  This is based individually for each resident.  Please see day staff for additional information.  If the maternity leave contract is not followed, a resident will be told to return to New Beginnings immediately.  Residents are not allowed to stay by themselves or in a hotel environment for a maternity leave.

· For their maternity leave residents will not be required to participate in programming, chores, cooking, or other program requirements during this two week time period.  They will have regular contact with Coordinators.
50 Cent Box

· Each evening, all personal items should be placed in either the resident or baby room.  Personal items left out in the common areas will be picked up by staff and placed in the “50 cent box” in the office area.  If a resident wishes to retrieve anything from this box that is theirs, they must pay 50 cents per item.  This is done to discourage residents from leaving things lying out around the building.

· Residents may use points to retrieve items from the 50 cent box, as long as these points would not take them to a negative balance when charged for the left out items.

Grievances

· A grievance is a complaint about something you don’t like about living at New Beginnings.

· A resident, parent/guardian, or legal representative may file a grievance at any time

· For further information please see grievance procedures at the back of this handbook

· Residents need to follow grievance procedures to file a report.  Any questions on this should go directly to the Program Coordinator or Executive Director.

Disciplinary Action

· Failure to comply with any of the guidelines and rules previously listed will result in counseling with staff, a disciplinary action plan which may include loss of points, privileges, specific restrictions and possible dismissal from program.

· A resident can be asked to leave the program at any time during her stay at New Beginnings based on the following behaviors:

· Alcohol/Chemical use, on or off the premises.

· Disruptive behavior, including physical or verbal abuse, or threats of abuse.

· Stealing, on or off the premises.

· Refusal to work cooperatively with the program/staff at New Beginnings.
· Refusal to work on individual goals.
· Poor attitude.
Discharge

· Residents must give a written 30-day notice.

· Residents will participate in discharge staffing as requested by staff.

· Room and key deposits may be kept until a resident completes and returns all exit paperwork provided to her by staff. 

· Personal items left at New Beginnings will become the property of New Beginnings after 30 days.

· It is important to keep open lines of communication with staff when a resident is moving out of New Beginnings.
· Prior to discharge, each resident must meet with staff to review their exit checklist and turn in their completed exit paperwork.
· Residents leaving the program under positive circumstances may enroll in the New Beginnings Transitional Program, which will allow six to 12 months of follow-up services and additional on-site services and support.  
· Residents will be notified that they are not able to continue in program after child is one year old if parenting or 60 days if placing, if they have not already given their notice to leave the program.

· Residents must complete a cleaning and exit checklist prior to exiting the program.  

· Residents may have a portion or all of their room and key deposit deducted if their bedrooms or their baby room are not clean or if there are items missing from their rooms.  
· Program Fees will be charged until the day the resident has moved out and completed all paperwork (or until 30 days after notice is given).
· Residents may be charged or may lose all/part of their incentive funds if their keys are not turned in, or if the resident does not return all loaned items.  
I have read and understand all the previously listed rules and expectations of the New Beginnings program.  I agree to follow these rules and actively participate in the program.

________________________________

____________________________

            Resident Signature/Date




Staff Signature/Date  

New Beginnings Staff

New Beginnings staff members are here to help you and your baby remain safe and comfortable.  We all work to help each of you learn about yourself and your baby and to make your stay at New Beginnings as successful as possible.  The following is a brief description of staff and how each can help you:

· Executive Director
This person is the final authority at New Beginnings.  She has the final say on disputes, finances, and day-to-day administration.  Her main concerns are for the well-being of each mother and baby and the operations of the facility.  She may be able to help residents with many of their daily questions and concerns.  Although she may refer residents to other staff who may be more familiar with certain concerns.  She works as part of a team and does leave many decisions in the hands of other staff.

· Program Coordinator

This person has the most contact with the residents.  She makes the majority of the decisions on day-to-day concerns involving residents.  She meets weekly with each resident and helps the resident prepare an Individual Service Plan which outlines what the resident will do and accomplish during their stay at New Beginnings.  She also schedules all of the programming at New Beginnings.  The Coordinator is knowledgeable about and does referrals to appropriate community resources. She also oversees the NB Transitional Program.  The Program Coordinator works closely with the Director and the Resident Intake Coordinator on a daily basis.
The Program Coordinator oversees the education of each resident in all life skills areas, including but not limited to: finances, education, employment and careers, housing, county assistance, etc.  This position is also responsible for the mental, physical, and emotional health of the residents and their babies.  She receives both verbal and written feedback from each doctor appointment each resident attends.  She is responsible for the initial contact with a mental health counselor for all residents.  She works with each resident throughout their stay, and is the “baby expert” if the baby returns to New Beginnings.  This position also makes sure that residents are receiving education and support in all pregnancy, childbirth, parenting, adoption, chemical dependency, mental health, adoption, exercise, nutrition, and related areas.  

· Resident Intake Coordinator
This person’s main concern is to assess and assist each individual that contacts New Beginnings about entering the program.  This individual completes the intake process, move-in process, and exit process with each resident of the program.  This person works with each new resident to assist in them being referred to all community resources and referrals.  This person has regular contact with each resident to ensure their success at New Beginnings.  The Resident Intake Coordinator works closely with the Director and the Program Coordinator on a daily basis.

· Volunteer Coordinator
This person is responsible for working with the volunteers at New Beginnings.  She will also provide mentors for each resident.  The Volunteer Coordinator completes intakes, trains, and follows through with all volunteers and mentors involved in the program.  If residents have questions or concerns regarding their mentor relationship, she is the staff person to contact.  
· Administrative Assistant

She occupies the large reception area and is very knowledgeable about day-to-day administration.  She works closely with the Director and together they handle the “business end” of New Beginnings.  Residents pay the monthly program fees to the Administrative Assistant.  Also upon entry, residents receive keys from her after paying deposit.  She is also available to residents to help in day-to-day concerns such as signing in and out, etc.

· Gambling Manager

This person works closely with the financial part of running New Beginnings.  She/he is frequently in the building for business matters.
· Resident Assistants

These women are the New Beginnings overnight and weekend staff.  Residents Assistants vary each shift.  They assist residents and babies in being sure they are safe and comfortable.  They are also available to listen to resident concerns, assist women with their program compliance, and parenting obligations.  All Resident Assistants should be treated with respect at all times.  Their authority should not be questioned by residents.  If a Resident Assistant needs additional assistance during their shift, they can contact on-call day staff at any time.

· Volunteers
There are many other people who visit New Beginnings and help with day-to-day work.  These people volunteer their time and perform a variety of work including painting, yard work, computer work, babysitting and general support to you and your baby.  Most of the weekly speakers are volunteers.  New Beginnings depends on these volunteers to maintain services.  Please be respectful and courteous to volunteers at all times!
Infant Program

After the birth of a resident’s baby, each woman has the choice to bring her baby back to New Beginnings for up to one year.  During this time the residents learn first hand what is needed to give her baby a good, healthy start in life.  They are in a supportive environment with many resources and staff encouraging healthy beginnings.  

To get the most from the Infant Program you must do the following:

· The Resident will understand and sign the “Infant Program Resident Agreement” no later than 30 days after moving in with child or bringing baby home from the hospital.

· The resident will give the Maternal Infant Coordinator a copy of the hospital discharge order and all other hospital discharge papers.

· The new mother must continue to follow all the New Beginnings Program Requirements that are described in the handbook and resident agreement. 

· Each resident will provide the Maternal Infant Coordinator with any information regarding her baby:  Social Security Card, Insurance Card, Birth Certificate, Medications, and others as requested.

· Residents will meet with the Maternal Infant Coordinator weekly or as requested.  She is the primary source of parenting information and resource connection for the baby.

· The Maternal Infant Coordinator will chart each baby’s growth throughout their stay at New Beginnings and provide a copy to each resident upon their departure.

· In the absence of the Maternal Infant Coordinator, the resident can call on any day staff person for questions concerning her baby’s care. 

· The resident will return to school or work as soon as medically able.  This is usually approximately 6 weeks after baby is born.
· The resident is expected to bring the New Beginnings Dr. Forms with to all appointments for their baby and return them to the Maternal Infant Coordinator.  

· The resident will follow any Infant Rules listed at the end of this section.
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Provide Maternal Infant Coordinator with any hospital discharge papers & doctor forms.
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You are living at New Beginnings to receive education and support from staff on infant care.  You must be open and cooperative with staff as they work to assist your child and you.
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If you are using in-home babysitters, be very polite.  Remember they are volunteering their time.  Prepare instructions using the NB Babysitter Log and have things organized prior to their arrival.  Notify babysitter and staff on any schedule changes.  You will need to go through Babysitter Orientation before requesting any babysitter services.
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It is very important for bonding that you hold and tend to your infant.  Other residents may hold/play with baby in your sight, but cannot “babysit” your infant.  If you are out of the room, they can watch over your baby for a few minutes while you go to the bathroom or run to your bedroom, etc.
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Staff may watch babies for a short period, depending on the situation.  Staff will be able to assist you during the first 4-6 weeks while you take showers, etc.  After your baby is 4-6 weeks, you are expected to do these things around your baby’s schedule or with your baby in sight.

Sleep
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Babies should always sleep on their back to reduce the risk of Sudden Infant Death Syndrome (SIDS).
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It is important to respect your baby’s Sleep/Wake cycle.  It is best to lay baby down in a safe sleep area for rest and let the baby wake on its own (unless you need to feed baby or according to doctor’s orders).
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You may leave a baby awake in the crib in an effort to help baby soothe itself to sleep (4+ months), but not when it will be disturbing other residents’ sleep.
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Your baby will sleep in his/her own room after their first month.  During the first month after birth, your baby is allowed to sleep in your room in a bassinet, NOT in/on your bed.

Feeding
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Bottles should never be propped.  Eye contact between baby & caregiver(s) nurtures baby & fosters attachment, growth & development.  Your baby loves to look at you & hear your voice.
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When preparing your baby’s bottle, use careful precaution.  Follow procedure for breast milk given to you by the hospital and/or follow instructions carefully on formula container.  Babies don’t NEED warm milk, however if they prefer it, heat it under warm water.  Avoid heating in microwave; it heats unevenly and destroys nutrients in breast milk.  Always test the milk on the inside of your wrist before giving to baby.
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Please rinse your baby’s bottles as soon as possible after feedings and wash them before reusing with hot water and soap.  Try to sanitize bottles/pacifiers once a month.

Hygiene/Safety

[image: image14.png]



Good hand washing before and after handling baby will help prevent illness from being passed on.  Hands must be washed after each diaper change; sink, soap and towels are right at your convenience in your room.
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Diapers are to be changed at your ”changing table”, not on the living room floor, or in mom’s bedroom, etc.  Remember to use your diaper disposal in your room and empty every few days to prevent foul odor.
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Toy sanitation is a part of resident chores.  However, if you use a “community” toy, please wipe down when dirtied.
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Baby room checks are completed on Thursdays.  Please familiarize yourself & abide by daily & weekly room expectations guidelines listed on baby closet.  The Maternal Infant Coordinator does frequent room checks & will take points if room does not meet guidelines.
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If you feel your baby is sick, use your parenting resource books and/or speak with Staff or Maternal Infant Coordinator.  Keep your medical provider’s number handy and call them before attempting to check into the Emergency Room.  If your child has a contagious illness, keep them isolated from other residents/babies until they are on clear of symptoms and/or antibiotics for 24 hours or as advised by your physician.
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Never leave your baby on your bed or on any insecure surface unattended.

[image: image20.png]



Never leave your baby unattended, especially in the front entryway.  Use your monitor, even when baby is sleeping.

Positive Parenting
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It is normal for babies to cry, however, responding to a baby’s cry as soon as possible will help a baby learn to trust caregivers.  It is not necessary to “let a baby cry”.
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Your infant will need a “routine”.  This means that there is predictability for feedings and sleep time. All babies need consistency in daily activities; however, flexibility is essential in the early days and weeks.
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Remember that babies don’t benefit from discipline at this young of an age.  Limit-setting is the best form of discipline, because it PREVENTS the behavior.  Verbal and Physical punishment is NEVER acceptable.
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Babies need a variety of stimulation.  Remember to safely place your baby in a variety of places like its crib, bassinet, bouncer, on its back on the floor, on its tummy, etc.
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Car seats/Carriers are to be used to transport your infant.  It is not to be used in place of a bed or being held.
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Remember, read books to and talk to your baby everyday! Early conversations help their language capacity grow. When infants hear you say words over and over, the speech and language parts of the brain are stimulated.

· Do not place anything in the crib with a child younger than 9 months old.  Having other things in the crib could cause harm or danger to a young child that is not able to move well on his/her own.  This includes pillows, blankets, stuffed animals, or any type of toys.

· Federal guidelines now suggest that bumper pads not be used in cribs any longer.  Please do not use any of these products at any time due to a risk of suffocation or increased risk of SIDS.                                                                                                                                
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New Beginnings Volunteer Babysitter Guidelines

1. Volunteer babysitters are primarily for babies ages birth through six weeks. After age six weeks, volunteer babysitters cannot be used without prior staff approval, and must be used as part of a temporary transitional plan to formal child care arrangements.

2. Volunteer babysitters are for occasional use only – they are to be used as a parent is transitioning to a formal child care arrangement. They are to be used for appointments, meetings, interviews, etc. They are not to be used for on-going employment or school attendance.

3. Volunteer babysitters can be utilized during the time period of 8am – 9pm unless approved by staff in advance.

4. Volunteer Babysitters cannot be used for more than 6 hours per day OR 12 hours per week, without prior special day staff approval.

5. The use of volunteer babysitters for babies who are older than 6 weeks are 5 points per hour. For more than 6 hours per day or 12 hours per week are 15 points per hour.   This excludes use for evening programming.

6. Residents who are late and do not call will be charged 25 points for every 15 minutes they are late at returning. Points for late-returns for residents who do call will be deducted based on staff discretion.

7. Please request a volunteer babysitter at least 5 working days in advance. Requests less than 5 days in advance may not be filled, please have another plan in place. There is no guarantee that every babysitter request will be filled. Sometimes there are not any volunteer babysitters available. Residents will be contacted by the Volunteer Coordinator in regard to the status of their request.

8. All volunteer babysitter requests must be done through the Maternal Infant Coordinator to get pre-approval.  Once the request is approved, it is passed on to the Volunteer Coordinator to fill. Residents cannot contact Volunteer Babysitters directly.

9. Residents must orientate each volunteer babysitter to their baby’s feeding and sleeping schedule, as well as location of food, bottles, diapers, etc.  This information will be indicated in filling out a NB Babysitter Log Form.  If one is not used, 25 points will be deducted. 

10. When a baby is born, a child care plan will be developed and implemented as part of a parent’s goals towards self-sufficiency. Volunteer Babysitters are to be used as a transition to this plan.

I have read and understand the above volunteer babysitter guidelines.

________________________________

__________________

RESIDENT





DATE

________________________________

__________________

NEW BEGINNIGS STAFF



DATE
NEW BEGINNINGS:  RESIDENT RIGHTS AND BASIC SERVICES.
Basic rights.  A resident has basic rights including, but not limited to, the rights in this subpart.  The license holder must ensure that the rights in items A to R are protected: 

      A.  right to reasonable observance of cultural and ethnic practice and religion; 

      B.  right to a reasonable degree of privacy; 

      C.  right to participate in development of the resident's treatment and case plan; 

      D.  right to positive and proactive adult guidance, support, and supervision; 

      E.  right to be free from abuse, neglect, inhumane treatment, and sexual exploitation; 

      F.  right to adequate medical care; 

      G.  right to nutritious and sufficient meals and sufficient clothing and housing; 

      H.  right to live in clean, safe surroundings; 

      I.  right to receive a public education; 

      J.  right to reasonable communication and visitation with adults outside the facility, which may include a parent, extended family members, siblings, a legal guardian, a caseworker, an attorney, a therapist, a physician, a religious advisor, and a case manager in accordance with the resident's case plan; 

      K.  right to daily bathing or showering and reasonable use of materials, including culturally specific appropriate skin care and hair care products or any special assistance necessary to maintain an acceptable level of personal hygiene; 

      L.  right of access to protection and advocacy services, including the appropriate state-appointed ombudsman; 

      M.  right to retain and use a reasonable amount of personal property; 

      N.  right to courteous and respectful treatment; 

      O.  if applicable, the rights stated in Minnesota Statutes, sections 144.651 and 253B.03; 

      P.  right to be free from bias & harassment regarding race, gender, age, disability, spirituality, & sexual orientation; 

      Q.  right to be informed of and to use a grievance procedure; and 

      R.  right to be free from restraint or seclusion used for a purpose other than to protect the resident from imminent danger to self or others, except for the use of disciplinary room time as it is allowed in the correctional facility's discipline plan. 
Office of the State Ombudsman
James Tausch
121 7th Place East.  Ste. 420

420 Metro Square Building

St. Paul, MN  55101-2117

(651)431-5201
NEW BEGINNINGS

CONFIDENTIALITY POLICY

Policy:

Confidentiality will be maintained as required by law and in respect of residents.  A copy of the signed confidentiality policy is kept in the resident’s file.

NOTICE OF NON-DISCRIMINATION/CONFIDENTIALITY STATEMENT

As provided in Title VI of the Civil Rights Act, Section 504 of the Rehabilitation Act, and the Minnesota Data Privacy Law, the following is true.

1. New Beginnings, a Home for Single Pregnant Women, and Single Women and their babies, does not discriminate access to services due to race, color, national origin, sex, religious creed, handicap, sexual orientation, marital status, age or Public Assistance status.

2. The information gathered from you or from others with your written consent, is used to assist us in evaluation for admission and to determine if appropriate referrals are necessary.

3. Information is confidential and will be used only for the care and protection of yourself and/or your infant child.

4. No information is released from your record without your knowledge and consent except as mandated by law (child abuse/neglect/court subpoena, potential homicide or suicide).

I confirmed that I have read the above statements concerning nondiscrimination, confidentiality, and release of information contained in my records at New Beginnings.
                                 NEW BEGINNINGS

BOUNDARY GUIDELINES

Boundaries are limits that allow a safe connection between all the people involved with New Beginnings.
The following guidelines have been established to maintain these boundaries.  

Resident boundaries with other residents:

These boundaries are to be upheld in complete confidentiality out of respect for other residents in the program.  

· Each resident is working on her own goals.  Staff does not share among residents what goals each are working on.  We recommend that residents do not share their personal goals.

· When a resident enters and leaves the New Beginnings program it is at her discretion how much information will be shared among other residents.

· All resident’s stay at New Beginnings is confidential.  Residents should not be speaking of other residents to community members or friends who are not directly involved with New Beginnings.

Resident boundaries with staff:

These boundaries are to be upheld until staff has terminated employment for at least one year or a resident has been absent from the program for one year.

· Staff will not acknowledge residents outside of the New Beginnings facility unless resident makes first contact.
· It is recommended that staff’s personal life be kept private unless it will directly assist a resident in the program working towards her goals. 
· It is inappropriate to visit New Beginnings employees after discharge from the program either in the employee’s home or in your home.
· It is inappropriate to develop a social relationship with New Beginnings staff.
· It is inappropriate to borrow, lend, or give money from/to New Beginnings staff.
· It is inappropriate to borrow cars or to loan personal cars from/to New Beginnings staff.


I confirm that I have read the above statements concerning boundaries at New Beginnings.

RESIDENT ROOM EXPECTATIONS

*** Make sure to keep checklist on door until RA checks the room ***

· Garbage Emptied, can liner in

· Floor clean and swept/vacuumed

· Desk organized

· Room organized

· Loose papers filed and/or organized

· Sink empty and clean

· No Baby Items in room

· Specific Basket for dirty clothes/no extra piles of dirty clothes

· Closet organized

· No “clutter” under bed

· Dresser drawers closed

· No food in room

· Check for Rated R movies

· Check electrical cords

· Sheets on bed

· Other areas…

New Beginnings

Visitor/Previous Resident Guidelines 

New Beginnings encourages all women to have support in the community.   However, guidelines do need to be set in order to maintain structure and order in the program. 

· Resident must meet all program expectations before visitors are allowed at New Beginnings.  This includes having chores correctly completed and checked.

· Staff should be notified before visitors are expected to come to the building.  If staff is not notified and person is not identifiable he/she will not be allowed in the building.  There is a clipboard behind the main entrance door; residents should list all visitors they are expecting.  

· Any visitor that is in the building does need to sign in and let staff know that he/she is here and also when he/she exits the building.

· Visiting areas are in the New Beginnings Child Care (in not being used) and the lower level of the facility.  Guests may be restricted to only certain areas of the house at staff discretion.  Visitors are not allowed on the upstairs floor, either in the living room or in any resident’s bedrooms.

· While in Boardroom/downstairs living room and Child Care the door must remain open and lights on.  

· Visitors are not allowed to be in the house during the week (Sunday through Thursday) at times of dinner and programming unless pre-approved by staff.  

· Visitors are not allowed in the building past 9 pm on any day unless pre-approved by day staff.

· At any time, staff reserves the right to ask visitors to leave the facility.

· Guest must be respectful to staff.  At any time a guest is disrespectful they can be asked to leave the building and not be allowed back to New Beginnings.

· Guests are not allowed to be in the building without the resident(s) they are visiting. 

· When visitors come to New Beginnings they are expected to visit resident, guest should not be sleeping while in the building.

· Residents should be with guests at all times unless they receive prior day staff approval.

· Sexual behavior or intimacy (cuddling, kissing, etc) is not allowed.  

· Visitors are not allowed to attend supper or programming unless this is approved by day staff at least 24 hours in advance.  Previous residents are allowed to attend programming for up to 60 days after moving out of New Beginnings. 

· Babysitters will be available for previous residents to use for certain programming events if request is made by previous resident one week in advance.  If babysitters are scheduled, but not utilized, this service will no longer be available.  

· Guests should use the lower level restroom.

Resident Phone Contract

The resident phone number is 320-253-4419
Some of the people you may want to give the number to are:

· Doctors and clinics

· Counselors

· County

· Public health nurse and or home visitor

· Family

· Employer
· School 

· Mentor 

· Childcare provider

· Other healthy relationships and support networks

It is your responsibility to use this phone and give out this number in a manner which is safe and will not endanger other people in our program 

You must respect confidentiality of all other residents and only give the number to appropriate resources

If you use the phone number inappropriately, this may be grounds for dismissal from the program. 
By signing this you are agreeing to follow all the rules listed above and those noted in your resident handbook. 

New Beginnings

Procedures for Resident Computer Lab

The purpose of the computer lab is primarily for the education and enhancement of computer related skills for all individuals currently residing at New Beginnings.  The goal of the agency is to include skills building into each resident’s Individual Service Plan.  Individual and group learning sessions may be taught from qualified New Beginnings volunteers.

· Any resident using the computers must sign in/sign out upon each use.

· Time on the computers is limited to one-hour blocks of time, but be respectful if others are waiting to use computer.

· Job searching and schoolwork take precedence over leisure computer use.

· There will be one designated computer disc for the Resident Council meetings. It is kept in the Resident Council binder, which is located in the RA office.

· Every resident should have their own computer disc to store their saved material. Discs are not to be used on non New Beginnings P.C.’s . This is done to avoid potential viruses. 

· The printer is primarily to be used to print school papers or job information, not for internet material.

· Do not download any programs without staff authorization.

· Any misuse of the computer may result in privileges being taken away from everyone.
· Pornography, illicit use, or abuse is not allowed.
· Chat Rooms, Profile Sites, Online Gaming are prohibited.  ‘My Space’ is not allowed.

· Be respectful to program, chores, rules, and curfews – if other areas are lacking, your computer privileges will be taken away.

New Beginning’s

Grievance Procedures for Residents, Families and Legal Representatives

A. A grievance is a complaint about something you dislike about living at New Beginnings, the rules of the organization, or the other people that work or live at the sites.

B. At the time a resident begins services they and their parent or legal representative, if applicable will receive a copy of New Beginnings grievance procedure.  A staff person will explain this grievance procedure to the resident and parent and legal representative.

C. Residents, parents or legal representative should feel free to file a grievance without being afraid of criticism or losing their placement.  The following are a list of agency is available to help.

Ombudsman office: (651) 431-5201
Grievance Procedure: 
A. Any consumer, family member or legal representative can talk to the staff of New Beginnings about the grievance.  Let the staff person know that you would like help with your problem.  The staff should respond to your grievance within two business days or refer you to someone within the Organization that can help you.

B. If you do not think this staff person was able to help you then you should call the staff members supervisor.  If you do not know who that is you can contact the main office at  (320) 255-1252 for that information.   At this time you should write down or tape-record your grievance.  The representative of the Organization will respond within two business days verbally and within ten days in written form.

C. If you are not satisfied with the decision, you may appeal in writing to the next appropriate supervisor in the chain of command.  The final step in the process is the Board of Directors and after consultation with the parties filing the grievance, the board will render a written decision within 2 weeks of the board meeting.

Borrowing of New Beginnings property…………………………Page 5
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