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[bookmark: _GoBack]Hope shelter aims at providing temporary care to homeless individuals at the best condition possible, its functionality is overwhelming and this can be accrued to the sound laid down procedures and polices which are often observed to the latter. This paper gets to discuss the hope shelter policies and procedure instructions.
(1). ELIGIBILITY/NON-DISCRIMINATION POLICY
I. POLICY STATEMENT
It is the policy of Hope Shelter to provide equal accommodation and healthy environment to all members of the society. In strict accordance with Texas State and federal law, this policy bans all forms of discrimination based on race, sex, age, disability, religion, gender education, employment and veteran status (Veenema, Rains, Casey-Lockyer, Springer, & Kowal, 2015).
II. RATIONALE
At Hope Shelter, this policy serves as the yardstick for the banning of every form of discrimination within and outside this institution. The Handbook of Operating Procedure as well as the Sexual Misconduct Act controls the implementation of the policy. 
III. SCOPE
The content of this policy and the process of logging complaints apply to employees, the administration, visitors and clients. 
IV. RELATED STATUTES, POLICIES, REQUIREMENTS OR STANDARDS
I. The United States Constitution, First Amendment
II. Title IX of the Education Amendments of 1972
III. Section 504 of the Rehabilitation Act of 1973
IV. The Uniformed Services Employment and Reemployment Rights Act
V. Title VI of the Civil Rights Act of 1964
VI. Title VII of the Civil Rights Act of 1964
VII. The Age Discrimination Act of 1975
VIII. Texas Labor Code Chapter 21
IX. U. S. Equal Employment Opportunity Commission - Discrimination
X. U.S. Department of Education Office for Civil Rights

(2). LGBTQ ACCESSIBILITY POLICY
Hope Shelter prides in working hard to provide a home where people are treated with respect and dignity. Hope Agency further recognizes the worrying statistics from the Center for Disease Control indicating that LGBTQ survivors of family violence experience intimate partner violence compared to heterosexual survivors (Percy, 2018). Hope Shelter thus seeks to provide a safe place for survivors in which all lives, needs, and identities are respected. Discrimination of LGBTQ survivors is not tolerated and has developed this policy;
· LGBTQ survivors will be given and unbiased treatment in a safe environment  
· They will receive professional counseling
· Hope Shelter shall give best services to survivors of family violence regardless of their actual or perceived sexual orientation.
· Clients who disclose transgender status and sexual orientation will have their confidentiality respected. 
· Employees and volunteers providing services to LGBTQ shall not discriminate against survivors 
· Hope Shelter will also provide a supportive environment for LGBTQ employees
DISCRIMINATION CLAIM PROCEDURE
People who feel they have been discriminated should report this to lawyer (Percy, 2018). In the event that an a person feels that they need further consideration their complaint will continue to the Board of Directors and the contact data for the Health and Human Service Commission Family Violence Program will be given at their request.  Any case of segregation or provocation will be checked and followed up on as per this strategy. Since Hope Shelter takes any case of segregation with the reality it merits, a remedial activity plan will be set up that tries to respect this openness strategy. Those infringing upon this strategy will be disciplined accordingly.




(3). POLICY AND PROCEDURES FOR SERVING CLIENTS WITH LIMITED ENGLISH LANGUAGE PROFICIENCY
I. POLICY STATEMENT
It is the policy of Hope Shelter to give significant access for clients with Limited English Language Proficiency to all agency activities and programs (Snowden, Masland,  & Guerrero, 2007). The policy directs every employee to freely give language assistances to these clients whenever necessary. Hope Shelter strives to inform all its clients of the available language assistances services at no charge. 
II. PURPOSE AND AUTHORITY 
This policy statement is enacted and applied in strict accordance to the American with Disabilities Act and Civil Rights Act of 1964 (Snowden, Masland,  & Guerrero, 2007). The policy thus sets the guidelines for the provision of language assistance services to clients with Limited English Language Proficiency. 
III. LANGUAGE DATA 
Hope Shelter shall carry out an annual research and review of the commonly used languages among its clientele.  
IV. PROCEDURES FOR PROVIDING LANGUAGE ASSISTANCE 
a) Determine the need for provision of language assistance at the first point of contact with the client by undertaking an assessment
b) Inform the client of their right to language assistance at no cost
c) Log for a request for a language assistance agent or interpreter
V. NOTICE OF LANGUAGE SERVICES
Hope Shelter shall strategically places signage with notice of language assistance services at no cost to its clients. The signage will be translated into the commonly used languages within the organization. 


(4). Policy and Procedures for Serving Clients with Disabilities
POLICY:
Hope Shelter shall strive to ensure people living with disabilities, including the deaf, the blind, those suffering from substance abuse; get an equal opportunity in receiving our services and other benefits (Percy, 2018).  The shelter will also work hard to provide critical auxiliary aids and services shall at no extra charge to our clients.  
LEGAL REQUIREMENTS
I. Americans with Disabilities Act of 1990 
II. Section 504 of the Rehabilitation Act of 1973 
III. Texas Health and Safety Code, 85.113 (HIV/AIDS Human Resources Code, Chapter 51)
IV. Title VI of the Civil Rights Act of 1964 
V. Age Discrimination Act of 1975
VI. The Family Violence Prevention and Services Act 
PROCEDURES
Hope Shelter gives notice regarding the availability of and procedure for requesting supplementary aids and services using brochures and handbooks. Our staff will also in consultation with the individual determine what services needed for communication in particular situations.
PROVISION OF AUXILIARY AIDS AND SERVICES
Hope Shelter shall provide the following services; 
1. The Deaf
Deaf individuals and those who use sign language as their primary means of communication, Hope Shelter through our support staff will provide effective interpretation. In cases where interpreters are needed, the organization
· Keeping  a list of qualified interpreters on staff showing their  identity information such as; names, phone numbers and qualifications
· Calling upon the appropriate interpreter on staff to interpret, if one is available and qualified to interpret
· Engage all the concerned non-staff interpreter in case staff interpreter is unavailable 
2. The Blind
Staff will  pass  information contained in written materials concerning treatment, waivers of rights, services, benefits, and consent to treatment forms by reading out loud and explaining these forms to persons who are blind or who have low vision.
The following list includes aiding materials;
I. Large print
II. Taped content 
III. Braille 
IV. Electronically formatted materials
· Qualified readers; 
· Reformatting into large print; 
· Taping or recording of print materials not available in alternate format; 
· Staff available offer assistance to persons who are blind or who have low vision in filling out forms and in otherwise providing information in a written format. 
3. Individuals with Speech difficulties
The staff will facilitate provision of;
1. Writing materials
2. Alphabet boards;
3. Typewriters; 
4. Computers; 
5. Flashcards; 
D. Individuals with Manual Impairments
Hope shelter staff will help individuals with problems manipulating print materials by providing the following;
1. Speaker phones
2. Note takers
3. Transcriptions 

(5). CONFIDENTIALITY POLICY
Policy
Hope Shelter has the mandate to receive and store its client’s information for a variety of purposes. Notably, the information is protected and restricted in its circulation for commercial, privacy, or ethical reasons (Percy, 2018). 
Purpose
The purpose of this document is to provide a framework for Hope Shelter in dealing with confidentiality considerations for its clients, employees and stakeholders. 
POLICY REQUIREMENTS
· Comply with the Data Protection Act (DPA) 1998 
· Comply with the Freedom of Information Act 2000. 
· Hold and store confidential records and information in a secure manner only accessible to limited professional individuals within the organization. 
PROVISIONS OF THE CONFIDENTIALITY POLICY PROCEDURE 
· Process data lawfully and fairly
· Stored information will only be processed for limited purposes
· All information will be processed within the client’s rights
· Information and data stored and provided is accurate 
· Information is not stored longer than is required
IDENTIFICATION
Any data on which confinements have been put will be quite far obviously distinguished on the report or record. Where classes of data, as opposed to singular records, are confined this limitation will be passed on to volunteers managing this data. 
PROTECTION
Hope Shelter will sign confidentiality agreement when handling classified information  
TRAINING
Hope Shelter Staff will get training in the requirements of this policy.




(7). DENIAL &TERMINATION OF SERVICES
POLICY PROCEDURE 
Hope Shelter will fully comply with the following laws when terminating services with its clients. Other relevant federal and state laws will be applicable. 
Applicable Laws
1. The Americans with Disabilities ACT, TITLE 3
2. The Age Discrimination Act
3. The Rehabilitation Act of 1973
4. The Civil Rights Act of 1964, Title VI
DENIAL OF SERVICES
[bookmark: _Toc189291668][bookmark: _Toc189292310][bookmark: _Toc189292849]Hope Shelter reserves the right to deny services to clients because of behaviors deemed dangerous to the safety and well-being of its staff and other clients. Hope Shelter will fully apply this policy to the latter without discrimination. 
TERMINATION OF SERVICES
In case a client ends or discontinues services with us, Hope Shelter will:
1. Brief the client on the agency’s policy regarding retention and destruction of client files;	
1. Discuss the date and procedure of mailing the client
1. Help the client to revise the safety plan
1. Give the client an opportunity to participate in an exit interview;
1. Ask the client to return borrowed shelter property 
1. Return stored personal belongings to the client 
1. Give the client referrals to other shelters and community resources and assist in locating additional shelter


(8). CLIENT GRIEVANCE POLICY AND PROCEDURES
I. POLICY STATEMENT
Hope Shelter is fully cognizant of listening to its clients and stakeholder’s complaints, suggestions and any other arising issues. Our clients have the right to file grievances against the organization of employees.  
II. SCOPE
The grievance policy is available to clients, employees and stakeholders. 
III. SUBJECT MATTER
Clients may file their grievances and complaints concerning their stay within our premises. The grievances should in principle identify the dispute by facts and provide fully verifiable information pertinent to the complaint including the client’s desired outcome. 
IV. DISPUTE RESOLUTION
Hope Shelter prefers communication between the client and supervisors for prompt grievance resolution. For quick responses, a grievance resolution alternative is needed for the procedural processing of the client grievance. 
1. A Dispute Resolution Officer is on call to provide quick assistance to clients arising within the institution.  
2. A client must present his grievance to the DRO within ten (10) working days from the date of the happening. The DRO will meet with the client and other relevant stakeholders in the matter. The DRO will provide a reasonable and prompt within thirty (30) calendar days from the date the dispute is filed. 
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