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Welcome to Gateway Homes, Inc.
The purpose of this organization is to provide a transitional living program for
adults who are striving for independence. Our vision is to make recovery a reality
for adults with mental illness. We are driven by the belief that individuals with
severe mental illness are capable of leading fulfilling lives. Gateway has a proven
track record of helping individuals recover, return to school and work, and live as
independently as possible in the community of their choice.
All employees must subscribe to the mission of Gateway and be supportive of the
full range of services it provides. This is your copy of the organization's personnel
policies. If you ever have any questions or concerns as you work with Gateway,
please share them with your immediate supervisor. If your questions or concerns
relate to harassment, intimidation, or discriminatory treatment, you are encouraged
to contact any individual in your chain of command, including the Executive
Director.
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Section I - Introduction
A. Purpose
This manual is designed to acquaint employees with certain current personnel policies,
practices and benefits of Gateway Homes, Inc. Gateway maintains the exclusive right to
modify, interpret, or eliminate any of these policies, practices and benefits at any time
with or without notice. This manual describes certain practices that Gateway generally
prefers to follow, but Gateway at all times maintains the discretion to follow other
practices it may find appropriate under the circumstances.
Employment with Gateway is for no specified term or duration. It is undertaken on the
basis of mutual consent. All employees are employed at-will and either the employee or
Gateway may terminate the employment relationship at any time, with or without cause,
and with or without notice.
Nothing in this handbook is intended to create a contract of employment. This handbook
shall not be construed to create any express or implied contractual rights or rights in
equity. Similarly, any other manual, letter, memorandum, or policy statement Gateway
may issue or maintain does not constitute an express or implied contract between
Gateway and any employee. Only the Executive Director has the authority to enter into
an employment contract on behalf of the organization. Any such contract must be in
writing and signed by the Executive Director.
This manual replaces all previous Gateway personnel handbooks and manuals.
B. Discrimination. Harassment. And Violence In The Workplace
1. Equal Opportunity Employment: Gateway is an equal opportunity employer. It is the
organization's policy that all employees and all applicants for employment be treated in a
non-discriminatory manner. Gateway prohibits discrimination against employees and
applicants on the basis of race, color, national origin, religion, sexual orientation, age,
sex, disability, marital status or veteran status. This policy shall apply to all aspects of the
employment relationship including recruitment, hiring, training, promotion, demotion,
transfer, compensation, benefits, layoff and termination.
2. Work Environment: It is the organization's policy to provide all employees with a
working environment free from all forms of harassment and violence. Gateway's policy
prohibits harassment or violence by any Gateway supervisor, employee, contractor,
volunteer, visitor, or client.
a. Work Place Harassment: is any unwelcome verbal, written or physical conduct
that either denigrates or shows hostility or aversion towards a person including
(but not limited to) on the basis of race, color, national origin, religion, sexual
orientation, age, sex, disability, marital status or veteran status that (a) has the
purpose or effect of creating an intimidating, hostile or offensive work
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environment; (b) has the purpose or effect of unreasonably interfering with an
employee's work performance; or (c) affects an employee's employment
opportunities or compensation.
b. Sexual Harassment includes but is not limited to, the following:
i. Physical -- Unwanted touching of body or clothing, holding, grabbing,
pinching, fondling, patting, hugging, kissing, "accidental" bumping or
brushing against, physical assault, coerced sexual intercourse, attempted
rape or rape.
ii. Verbal ~ Sexual slurs or innuendoes, offensive jokes and language, sexual
teasing, sexual comments about a person's body or clothing, personal
sexual questions, sexual threats, ongoing sexual descriptions and
commentary.
iii. Nonverbal — Staring at a person's body, leaning over someone at a desk,
lewd gestures or motions, leering or ogling in a sexually demeaning way,
circulating printed material of a sexual nature, persistent unwelcome
flirting, displaying sexually suggestive pictures or objects at work.
b. Work Place Violence: is any physical assault, threatening behavior or verbal
abuse occurring in the workplace by employees or third parties. It includes, but is
not limited to, beating, stabbing, suicide, shooting, rape, attempted suicide,
psychological trauma such as threats, obscene phone calls, an intimidating
presence, and harassment of any nature such as stalking, shouting or swearing.
Guns and other weapons are prohibited in the workplace.
c. Reporting Harassment, Discrimination, and/or Violence: Employees who believe
they are being subjected to harassment or violence in violation of this policy, or
who believe their employment is being adversely affected by discriminatory
treatment, shall report the problem in accordance with the grievance procedure
outlined in Section VII. If an employee feels uncomfortable or threatened by
reporting a problem in this manner, she/he shall report the problem immediately
to the Executive Director.
C. Workplace Accommodations
It is the policy of Gateway to comply with the Americans with Disabilities Act of 1990.
Gateway does not discriminate against qualified individuals with disabilities in job
application procedures, hiring, firing, advancement, compensation, job training, and other
terms, conditions and privileges of employment. A qualified employee or applicant with a
disability is an individual who, with or without reasonable accommodation, can perform
the essential functions of the job in question. Gateway will make reasonable
accommodation for qualified employees provided such accommodations do not impose
an undue hardship on Gateway operations. Accommodations may include, but are not
limited to (1) making facilities used by employees readily accessible to and usable by
persons with disabilities; (2) job restructuring or modifying work schedules; or (3)
acquiring or modifying equipment or devices.
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D. Community Relations
No employee shall speak for or on behalf of Gateway on any matter concerning the
organization without the expressed prior approval of the Executive Director. When
designated as a spokesperson, the employee shall be accurate, exercise proper restraint and
show respect for the opinions of others. This policy is not intended to interfere with any
governmental efforts to enforce or administer laws, and employees should cooperate in those
efforts.
Partisan political activity of any kind is strictly prohibited during work hours. Employees
may not work for a candidate on the organization's time, write letters on behalf of a
candidate on the organization's stationery, or identify her/himself as a representative of
Gateway in support of a candidate. Any employee acting in contradiction with this policy
may be subject to termination.

Section II- Employment
A. Employee Status
1. Employees fall into one of the two employee categories as defined by the Fair Labor
Standards Act (FLSA).
a. Exempt
Executive, administrative, professional and other employees classified as exempt
under FLSA do not qualify for additional pay for hours worked beyond the
normal work week.
b. Non-Exempt
These employees are entitled to receive overtime pay. The employee's supervisor
must approve any overtime work in advance.
2. Employees are also classified according to the amount of time they are normally
scheduled to work.
a. Full-time
All employees who normally are assigned to work from thirty-two (32) to forty (40)
hours in a work week. Full-time employees will be eligible for all leave and other
benefits described in this manual. Full-time hourly employees work at least 32 hours
per week and are also eligible for all leave and other employee benefits described in
this manual based upon the ratio of the hours worked to a 40 hour work week.
b. Part-time
All employees who regularly work fewer than thirty-two (32) hours in a work
week. Part-time employees are not entitled to leave benefits or other employee
benefits.
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c. Temporary
All employees who fill a temporary position are paid on an hourly basis.
Temporary employees are not entitled to any leave benefits or any other employee
benefits. Temporary positions are so designated in the job description given to
each employee.

B. Recruitment and Selection
1. Notification of Vacancies
Supervisors will notify the Executive Director, or designee of pending vacancies as
soon as possible. When an employee resigns, a letter of resignation or documentation
of verbal notice of resignation will be obtained and placed in the employee's
personnel file. The supervisor will review the job description for the vacant position
if necessary and submit it to the Executive Director, or designee.
2. Position Announcements
The Executive Director, or designee, will announce vacancies or positions through an
announcement distributed to staff. When outside recruiting is necessary, the position
may be announced through local newspapers, including minority publications, the
Virginia Employment Commission, or other possible recruitment sources.
3. Records of Recruitment
Applications for employment will be accepted when a position is announced. Other
applications with be maintained on file until a position becomes vacant. Applications
for persons not hired are dated when received and kept for six (6) months.
4. Job Descriptions
Each job position is described by a written job description that includes the following:
- Position title;
- Title of immediate supervisor;
- Summary of major objectives of the job;
- Description of duties and responsibilities;
- Titles of positions supervised;
- Required knowledge, experience, skills, and abilities, or professional
licensure; and
- FLSA standing
The Executive Director, or designee, is responsible for the development of job
descriptions. Each description is evaluated at the employee's annual performance
review. Each employee is provided with a copy of his/her job description and a
signed copy is kept in their personnel file. The job description is not a contract for
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employment and does not modify the at-will employment relationship between
Gateway and the employee.

5. Qualifications
An applicant must meet the minimum qualifications of the position as defined in the
job description. Gateway job descriptions will include the minimum knowledge,
skills and abilities, professional qualification, and experience appropriate to the duties
and responsibilities of the position. Gateway will verify professional credentials
listed by applicants considered for employment. All employees must comply will the
regulations of the Virginia Department of Health Professionals. Any individual who
is excluded from participation in Federal Healthcare Programs is not eligible for
employment with Gateway.
6. Criminal Registry Checks
Gateway requires any applicant who accepts employment for a direct care position to
submit to fingerprinting and to provide personal descriptive information to be
forwarded through the Central Criminal Records Exchange to the Federal Bureau of
Investigation for purposes of a background check. Any applicant who accepts
employment must also provide the necessary information for Gateway to obtain a
search of the registry of founded child abuse and neglect maintained by the
Department of Social Services. . Gateway will maintain a disclosure statement
documenting whether the applicant and/or employee has been convicted of, or is the
subject of a pending charge for any offense. In the event Gateway hires an individual
with a criminal conviction or pending charges, the Executive Director, or designee,
will document the rationale for this decision. Gateway will also maintain
documentation in the applicant or employee's confidential file that Gateway has
provided all necessary background information and the results of the registry checks
to the Department of Mental Health, Mental Retardation, and Substance Abuse
Services.
Gateway employees shall inform their supervisor of any pending criminal charges
against them and the outcome of any criminal prosecution. An employee's failure to
report a criminal charge against him or her may result in termination of employment.

C. Appointment and Orientation
1. Staff Appointment
With the supervisor's assistance, the new employee shall complete the necessary forms
including all orientation information required by licensing and regulatory agencies. .
The supervisor will provide the employee with a written job description. These are
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reviewed by the Executive Director, or designee, and placed in the employee's
personnel file.
In compliance with the Immigration Reform and Control Act of 1986, all employees
are required to establish both their authorization to work and their identity prior to
employment. The supervisor ensures that the DHS Form 1-9 is completed and placed in
the employee's personnel file before she/he begins work.
Personnel records are the property of Gateway and access to them shall be restricted.
Gateway will maintain personnel records in an organized manner and in a locked filing
system to protect the confidentiality of employees. All electronic personnel records
will be maintained with data security controls. In compliance with the ADA, employee
health related and legal information will be maintained in a separate file from the
employee personnel records. Personnel records are subject to disclosure in any court
proceeding involving Gateway or the employee.
2. Orientation
a. The supervisor will arrange for the new employee's orientation to the agency
on or before the date of hire and document the orientation in the employee's
file.
b. The orientation shall include:
- Gateway's mission, vision, and values;
- Confidentiality of the residents' records;
- Gateway personnel policies;
- Emergency preparedness;
- Infection control practices and procedures;
- Position specific duties and responsibilities; and
- Any other information required by licensing and regulatory agencies.
c. Probationary Period: The supervisor will review the new employee's progress
after three (3) months and six (6) months of employment. This review is based
on the agency's standard format, documented, reviewed by the Executive
Director, or designee, and added to the personnel file.
D. Performance Evaluation
1. Supervisors shall prepare Performance Evaluations in accordance with the following
procedures.
2. The Human Resources Manager, or designee, will prepare the employee's annual
Performance Evaluation and forward it to the employee with a copy to the immediate
supervisor prior to the date of the annual evaluation.
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3. The employee will complete his/her self-evaluation and forward it to immediate
supervisor. The supervisor will complete his/her evaluation of the employee and discuss
the results with the employee. The employee will be given the opportunity to respond in
writing and should acknowledge receipt of the evaluation in writing. In signing, the
employee acknowledges that she/he has read and understood the document. The
signature does not imply agreement. The supervisor/Manager will forward the
completed evaluation to the Manager/Director for review and final approval. The
Director will send the completed evaluation to the Manager of Human Resources, or
designee.
4. The supervisor will notify the employee of any changes to assigned job responsibilities
between the regularly scheduled Performance Reviews.
E.

Working Hours
The organization's work week normally will consist of forty (40) hours. The immediate
supervisor will establish individual work schedules.

F. Attendance
Employees must report on time for scheduled hours of work. The employee must notify
his or her supervisor immediately if unable to report to work as scheduled. Reporting to
work late is considered tardiness, and will result in a negative performance review and
may lead to disciplinary action.
G. Overtime Work For Non-Exempt Employees
Overtime work means actual time worked beyond forty (40) hours per calendar week,
beginning on Monday and ending on Sunday. Calendar weeks do not run concurrently
with pay periods. Non-exempt employees shall be paid at an overtime rate of one and
one-half ( HA) times the regular hourly rate for each hour worked over forty (40) hours
per week. Overtime requires prior approval from the employee's immediate supervisor.
Overtime usage will be reviewed by the Executive Director on a monthly basis.

WHnn TTT- General Expectations And Requirements
A. Confidentiality
As an employer and provider of health care, Gateway requires all staff to act in a manner
that ensures all residents are treated with respect and are confident her/his privacy is
protected at all times. Gateway employees will be provided with a copy of Gateway's
Human Rights Policies and Procedures at the time of hire and each employee shall
acknowledge in writing that they agree to recognize, support, and protect residents' rights
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to dignity, respect, and confidentiality by fully complying with Gateway Human Rights
Policies and Procedures.
B. Chain of Command
In the Executive Director's absence, the Clinical Director will serve as Acting Director
for Gateway. In the absence of both the Executive and Clinical Directors, the Director of
Admissions and Ancillary Services will serve as Acting Director.
C. Inclement Weather
In the case of inclement weather, the Executive Director, or designee, will inform the
management staff of any impact for the employees. Management staff will inform their
staff members and follow all applicable policies and procedures relating to emergency
preparedness and response. Employees who are unable to report to work must use paid
time off. The Executive Director, or designee, may make exceptions to the use of paid
time off in extraordinary circumstances. All employees are to use their discretion if
weather conditions are too dangerous to travel to work.
D. Prohibited Smoking Areas
Smoking is prohibited in all indoor spaces.
E. Employee Dress
Employees shall dress and maintain hygiene and grooming in a manner that reflects
Gateway's mission, vision, and values. Employees shall select clothing that is
professionally appropriate for a residential treatment program for individuals with mental
illness. Inappropriate clothing includes, but is not limited to the following:
- attire that reveals cleavage, back, chest, stomach, or underwear;
- any sexually provocative or revealing clothing;
- tight fitting jeans, pants spandex, or leggings unless covered by other attire
such as a dress or skirt;
- halter tops, spaghetti straps, and two-piece bathing suits when swimming with
the residents;
- skirts, shorts, and skorts which are shorter than two inches above the knee;
- facial skin piercings with jewelry with the exception of earrings; and
- inappropriate logos on T-shirts, sweatshirts, or caps that are inconsistent with
Gateway's mission and values and/or potentially offensive to residents, their
families, and other staff.

Revised 11

F. Secondary Employment
Employees may hold outside secondary employment except when such employment would
interfere with the efficient performance of assigned job responsibilities or present a conflict
of interest with duties at Gateway.
No activities involved in the outside secondary employment may be conducted during the
employee's normal working hours.
If an employee has reason to believe that secondary employment could result in any of
the above conditions she/he shall inform and consult with his or her supervisor
immediately.

Section IV- Salary Administration
A. Ranges
Salary ranges will be assigned for each position. These ranges are reviewed and adjusted
annually by the Executive Director, and as necessary. The ranges reflect the levels of the
responsibilities of the position as well as competitive salary ranges in the community for
comparable position and equivalent positions within Gateway.
A new employee will be given a starting salary within the range dependent upon
experience, knowledge, skills, and abilities relevant to the position.
B. Increases
All salary increases except that of the Executive Director may be granted by the
Executive Director within budgetary limits at the end of each performance review based
upon the results of the employee's performance evaluation. The employee must have
been employed at least 6 months prior to the review date to be eligible for consideration
of a salary increase. Nothing in this paragraph should be construed to entitle any
employee to a salary increase at any time except as in the discretion of the Executive
Director in accordance with this Policy.
C. Pay Schedules
Employees are paid semi-monthly on the fifteenth (15th) and the last day of each month.
When these days fall on weekends, paychecks will be distributed on the last preceding
workday.
Authorized deductions to be made from paychecks include Social Security (FICA),
Federal and State Income Taxes and benefit deductions.
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Section V- Employee Benefits
A. Holidays
The following ten (10) holidays will be observed during the year:
- New Years Day
- Martin Luther King Day
- Memorial Day
- Independence Day
- Labor Day
- Veteran's Day
- Thanksgiving Day and the day after
- Christmas Eve and Christmas Day
Full-time employees will be paid for these holidays. Part-time and temporary employees
will not be paid for these holidays. Employees will not receive additional pay when a
holiday is observed during their paid time off.
Holidays falling on Saturday will be observed on the preceding Friday. Holidays falling
on Sunday will be observed on the following Monday. Nonexempt employees who work
during a holiday will receive holiday pay in addition to the hours worked..

B. Paid Time Off
All full-time employees will accrue paid time off in the following manner:
Length of Service
Paid Time Off
Two (2) months - Five (5) years
Two (2) days per month
Six (6) years - Ten (10) years
Two and one half (2 V2) days/month
Over ten (10) years
Three (3) days/month
Except in emergencies, employees must schedule use of their paid time off with their
supervisor and must obtain his/her written approval, preferably two (2) weeks before the
requested leave time. Prior to approving a leave request for paid time off, the supervisor
must arrange for adequate coverage of essential clinical services and/or administrative
functions performed by the employee requesting leave. Leave requests will not be
granted if the employee's absence will adversely impact essential clinical services or
administrative functions. When an emergency occurs, the employee must contact his/her
supervisor as soon as possible, prior to the beginning of the shift. Supervisors will
approve any paid time off with staff schedules and agency needs in mind.
Each employee may carry over no more than ten (10) days or eighty (80) hours of paid
time off at the end of the calendar year. If more than ten (10) days or eighty (80) hours of
paid time off leave remain, they may be designated as Catastrophic Leave Days. Up to
forty (40) days or 320 hours of Catastrophic Leave may be accumulated. Staff should use
these in the event of personal or family illness, birth or adoption of a child or other
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extraordinary event. Before using Catastrophic Leave Days, the employee shall use all
regular paid time off and must obtain prior approval from the Executive Director.
At termination, employees will be compensated for accumulated paid time off up to a
maximum often (10) days or eighty (80) hours. No compensation will be given for
accumulated Catastrophic Leave Days. New employees with less than six (6) months of
continuous service will not be compensated for accumulated paid time off upon
termination.
C. Other Leaves of Absence
Various types of leaves may be available to employees who must be temporarily absent
from work for acceptable reasons and who have at least six (6) months of continuous
service. For short-term leaves (two weeks or less) the employee must obtain approval
from the supervisor and the Executive Director, allowing ample time for the revision of
work schedules and assignments. The employee must submit the request in writing to the
supervisor well in advance of the leave.
1. Emergency Family Leaves
In the event of a death of an immediate family member, an employee may be given
time off with pay from the day of death to the day of the funeral or three (3) days,
whichever is less. For this purpose the immediate family member is defined as
parents, grandparents, siblings, spouse, child, adoptive child or parent, and parents-inlaw. For other family or other deaths the employee may be given one paid day off if
the employee's presence is necessary at the funeral. The Executive Director must
approve this paid leave.
2. Short Term Leaves (two weeks or less)
Jury Duty: When an employee is summoned to serve as a juror, he/she will be
provided time off from work to fulfill this duty. The employee will receive regular
pay providing he/she presents proof of attendance. The employee will provide the
Director of Finance and Administration with a copy his/her compensation check
for jury duty. The amount of compensation for jury duty will then be deducted
from his/her regular pay during the following pay period.
Military Reserve Duty: Employees who have military obligations requiring them
to attend reserve camp will be granted unpaid leave to perform these duties in
accordance with state and federal laws. The employees must notify her/his
supervisor and the Executive Director as soon as possible after receiving orders so
that they will have ample time to revise work assignments or schedules.
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3. Lone Term Leaves (more than two weeks)
Medical Leave: When an employee becomes temporarily disabled for any medical
condition, including pregnancy or pregnancy related problems, uses all vacation,
sick and Catastrophic Leave Days accrued to his/her account and is still unable to
return to work, she/he may request a medical leave of absence (unpaid) for up to
six (6) months. Gateway will require a physician's statement for an employee to
be given such leave and/or return to work. Employees must notify their supervisor
and the Executive Director well in advance of their expected return to work in
order that work assignments and schedules may be prepared. Gateway provides
long term disability for approved medical conditions after the employee has been
out for ninety days.
Personal Leave without nav: Consideration will be given to granting a personal
leave of absence without pay for up to ninety (90) days. Personal leave is
intended to accommodate unusual circumstances and may not be used to work
elsewhere.
Military Service: Veterans will be re-employed by Gateway in accordance with
the provision of applicable state and federal laws.
Maternity and Paternity Leave: The Executive Director may grant an employee
up to 12 weeks of maternity or paternity leave without compensation during
which time the employee's job will be held. The employee may use previously
accumulated paid time off and catastrophic leave. Long term disability does not
apply to maternity or paternity leave unless there is a medical reason that prevents
the mother or father from performing the duties of their job.
While on long-term leave of absence, the employee does not accumulate paid
time off.
Although Gateway normally contributes to medical and dental insurance and
other employee benefits for full-time employees while they are working,
whenever an employee is on a long term leave of absence, it may be necessary for
her/him to convert their insurance and make monthly payments to Gateway,
preferably prior to the beginning of the leave, but at least on a monthly basis in
advance. The employee must make all necessary arrangements for coverage prior
to beginning a leave of absence.
Upon expiration of an approved long-term leave, the employee may return to
work if an opening is available for which she/he is qualified. If such an opening is
not available or if the employee refuses to accept an available opening or if the
employee is unable to return to work at the end of the leave, the employment will
be considered ended. If the employee returns to work, for purposes of review and
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salary treatment, the length of service shall include all time actually worked, and
the date for future reviews shall be the date of return.
D. Expense Reimbursement
Agency reimbursement for authorized business travel and related expenses will be made
from completed expense reports that must include receipts. Auto travel will be
reimbursed at a rate set by the organization and allowed by the Internal Revenue Service
as adjusted annually.
E. Training and Development
General Training
Gateway encourages and supports the professional growth of the staff through the
provision of education and training.
Work related educational opportunities may be provided for staff. The Executive Director
or designated supervisor shall make the decisions about staff training based on
appropriateness of training and availability of agency funds.
In-service training is provided from time to time for all staff. Staff members may be
asked to provide training in their areas of expertise and are expected to attend and take
part in training provided.
Specific Training For Staff Who Provide Direct Care:
Direct care staff shall receive training as required by licensing and regulatory agencies at
the time of employment and annually thereafter.
Documentation Of Training
All staff training and development will be documented and filed in the employee's
personnel file.

F. Other Benefits
Gateway provides to full-time employees other benefits that may include group health
and dental insurance (family coverage is available under payroll deduction). A Simple
Plan (40IK) is made available to all employees. Gateway will match up to 3% of salary,
group term life insurance, accidental death and disability insurance, and long term
disability insurance. Full-time employees are eligible for insurance programs when they
become employed with Gateway and they are eligible to participate in the pension plan
immediately. Gateway provides workers' compensation benefits to all employees.

Revised 16

These benefits are more folly described in the Summary Plan Descriptions and the
Benefit Plan documents, copies of which shall be provided to each employee. The terms
of the Benefit Plan describe the exact scope of coverage and provide the specific
procedures for administration. Questions about benefits should be directed to the Director
of Admissions and Ancillary Services.
Upon termination of employment (and upon certain other events such as divorce or the
attainment of majority status by a child), the employee and his/her dependents may be
eligible to convert the organization's health insurance plan into an individual policy and
to convert group life insurance into an individual policy. In either event the employee is
responsible for the foil cost of the coverage. A more detailed explanation of these
opportunities including the events that permit the coverage and the procedures for
extending the coverage should termination or any other events occur is contained in the
Summary Plan Descriptions and the Benefit Plan documents.

Section VI- Corrective Action and Employment Termination
A. Forms of Corrective Action
In order to ensure the proper delivery of services to residents and the community, the
organization's management may be required to address problems related to work habits,
performance, and conduct. When corrective action is necessary, the amount and type of
action taken depends on the particular circumstances. Gateway maintains the discretion to
determine what corrective action is appropriate in each situation, regardless of what
correction the employee may have received previously. For example, in some
circumstances, it may be appropriate to give an additional written warning before taking
any stronger action, while in other circumstances it may be appropriate to take strong
action including discharge, without any previous warnings or suspensions. Though other
forms of corrective action are also possible, these are the types most often taken.
1. Counseling:
When the supervisor becomes concerned about an employee's performance at
work, he/she may meet with the employee to discuss concerns and develop ways
to address the concerns. The supervisor shall document the conversation and
forward the documentation to the Directory of Admissions and Ancillary Services
for placement in the employee's personnel record.

2. Notice of Need For Improvement:
If the employee's performance does not improve after counseling or if
circumstances otherwise warrant, it may be necessary to give a written warning to
an employee which may include the following:
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- Current level of performance and areas requiring improvement;
- Specific level of performance expected in each of the identified
deficiencies;
- Time frame for improvement;
- Steps the supervisor will take to support improvement;
- Specified time for follow-up meeting; and
- Potential consequences if performance does not improve
The employee will read and sign the written warning. In signing, the employee
acknowledges that she/he has read and understood the document. The signature
does not imply agreement.
3. Dismissal:
Notwithstanding anything set forth above, Gateway retains the right to dismiss an
employee when this action is in the best interest of the organization, or its residents,
without prior warning, counseling or other corrective action. Employees should
remember that employment with Gateway is at-will. Both employee and the
organization are free to terminate the employment relationship at any time and for
any reason.
B. Occasions for Corrective Action
Listed below are some of the kinds of behavior or performance that may lead to
corrective action. It is, of course, not possible to list all of the kinds of problems that may
occur in the work place, and other kinds of behavior or performance may also lead to
corrective action.
- Unsatisfactory job performance;
- Excessive absenteeism or tardiness, or failure to contact supervisor
about absence;
- Violation of Gateway procedures or rules;
- Falsification of Gateway documents, including time records;
- Breach of confidentiality;
- Conflict of interest;
- Supplying false or misleading information as a means of obtaining
employment;
- Use of intoxicating liquor or drugs either during the work day or off
the job in such a way that it interferes with work attendance or ability
to work;
- Theft or willful damage of the property of the agency or other
employees;
- Illegal activity involving agency resources or business, or that
interferes with the employee's ability to perform their assigned duties;
- Refusal to perform work as directed or willful neglect of duties;
- Violent or abusive behavior or language;
- Unlawful harassment or other discrimination;
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-

-

Acceptance of any gifts, favors, other remuneration from any
individual or firm having or proposing to have any relationship with
Gateway;
Neglect in providing care and services to a client; and
Verbal, physical, or sexual abuse of other employees or any client.

C. Reduction in Force
Because it is impossible to predict future events, the organization may face an unexpected
need to reduce force. The decisions about force reduction will be based on the particular
circumstances at the time.
D. Voluntary Termination
Although an employee is free to terminate the employment relationship at any time and
for any reason, employees voluntarily terminating their employment are expected to give
at least two (2) weeks notice in writing.
If written notice is not given, the employee's supervisor should document the oral notice
and include this in the personnel file.

Section VII- Grievance Procedure
An employee is encouraged to make use of the following grievance procedure after
she/he has made a good faith effort to approach the supervisor in an attempt to correct a
perceived wrong.
Step 1: The employee shall present the initial grievance in writing to the immediate
supervisor within ten (10) working days after the event or action which is the basis for the
grievance. Within three (3) working days of receipt of the grievance, the immediate
supervisor will arrange a meeting with the employee. Within three (3) working days of
the meeting with the employee, the supervisor will provide the employee with a written
response to the grievance. If the employee does not agree with the response, the
employee may forward the grievance to the Executive Director within (3) working days
of receipt of the supervisor's written response.
Step 2: Within three (3) working days of receipt of a grievance, the Executive Director
will meet with the employee and the supervisor. Following this meeting the Executive
Director will promptly provide a written response to the employee. If the employee does
not agree with the response, the employee may forward the grievance to the Executive
Committee within five (5) working days of receipt of the Executive Director's written
response. (The Executive Director will supply the contact information to the employee.)
The Executive Committee will meet promptly to hear the employee's grievance. Under
most circumstances, the meeting shall be within five (5) working days of receipt of the
request for an appeal. The Executive Committee will promptly furnish its findings to the
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Executive Director and the employee. The decision of the Executive Committee shall be
final and binding.
If the employee feels intimidated or threatened by pursuing any of the steps in this
grievance procedure, she/he is urged to bring this concern directly and immediately to the
Executive Director.
Nothing in this section shall prohibit the employee from taking action with the EEOC or
appropriate state agency.

Section VIII- Affirmative Action Policy and Implementation
A. Affirmative Action Policy Statement:
Gateway recognizes the necessity of providing equal employment opportunity without
regard to race, religion, color, sex, age, national origin, marital status, sexual orientation,
disability, or veteran status. This practice of non-discrimination applies to all employees,
volunteers and applicants for employment. The organization's activities in providing
services to the community in recruiting, hiring, conditions and privileges of employment,
compensation, training, upgrading and promotion, and terminations of employees will
actively and aggressively promote this policy.
Gateway seeks to maintain a Board of Directors and staffing compliment representative
of the community and open to all segments of the public.

Section IX: Electronic Equipment Security
Gateway employees are advised that computers are not truly private because
knowledgeable computer users may gain access to Gateway computers or computer
transmissions. Employees should keep computer systems secure; this includes hard
drives, discs, email, ccmail, and voice mail. Passwords for computers and voice mail that
are Gateway property must be registered with the Manager of Benefits and Quality
Improvement who will secure them in the administrative files. Employees may be liable
for the replacement costs of Gateway's electronic equipment when such equipment is
damaged, lost, or destroyed due to negligence on the part of the employee.
Email
The email system is the property of Gateway. Personal use by employees should be on a
limited basis.
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Gateway employees should refrain from sending, downloading, or forwarding
discriminatory or otherwise offensive comments, vulgarities, obscenities, or jokes in
email messages. The use of such language is grounds for disciplinary action or dismissal.

Employees are advised that email is not truly private and that knowledgeable computer
users can gain access to Gateway's computer transmissions. Therefore, employees should
not make confidential communications by email. An email message is never totally
deleted and may be retrieved by computer experts long after the user deletes the message.
If Gateway becomes involved in an investigation, litigation or any other proceeding that
may necessitate the review or production of Gateway records, the organization may, with
or without notice, review email messages. Email messages to and from Gateway
employees may be produced as evidence in litigation.

Section X Use Of Gateway And Personal Vehicles:
Gateway company vehicles may only be used for authorized company business. The use
of company vehicles is restricted to authorized drivers. Non-employees, including
residents of Gateway, are not authorized to drive company vehicles at any time. Gatewaywill consider any unauthorized use of company vehicles as the equivalent of theft and the
driver may be held liable for the consequences of any accidents.
Authorized drivers are determined at the time of their employment with Gateway and
annually thereafter. Gateway will require the employee to provide proof of a valid
Virginia driver's license and review of the Motor Vehicle Record. All approved
employees will be asked to sign an "Employee Driver Agreement Form" and to maintain
a valid Virginia Drivers License.

Section XI Use Of Gateway Credit Cards:
Gateway credit cards may only be used for authorized purchases for company business.
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Gateway Homes, Inc
Policy and Procedures
Category: Public Relations And
Fundraising
Title: Donor Relations
Issued: September 2009
Revised: June 2011; December 2013;
April, 2014

Reference: Code of Ethical Conduct; GW 02 Gift
Acceptance
Number: 01
Pages: 1
Attachments:

I. Purpose: The purpose of this policy is to establish procedures for maintaining relationships
with Gateway's donors.
II. Policy: Gateway Homes will use truthful and relevant material when soliciting funds, respect
the privacy concerns of donors, and expend the funds consistent with donor intent.
III. General Guidance And Procedures
a. Solicitation: When soliciting funds and support, Gateway staff will encourage the
donor to ask questions, provide relevant and truthful information, including such things
as Gateway's mission, the intended use of resources, and Gateway's capacity to use the
donation for its intended purposes.
b. Donor Intent: Donors' wishes will be considered to the extent possible, as long as their
intended use of funds is in keeping with the mission of Gateway and its priorities.
Gateway will not accept a gift when it is incapable of honoring donor intent.
c. Acknowledgment And Recognition:
i. Written Substantiation of Gift: The Director of Development will acknowledge
all gifts in writing, regardless of value, form, or stipulations.
ii. Informal Acknowledgement: When appropriate, the Director of Development
will convey Gateway's appreciation informally through a thank-you note,
telephone call, email, or etc.
iii. Public Recognition: Gateway will seek out and create opportunities to
acknowledge donor's contributions in public forums and other media.
d. Public Notice: Gateway will respect a donor's wish to remain anonymous.
e. Confidentiality: The Director of Development will maintain confidentiality concerning
all correspondence regarding contributions, gift records, prospect cards, and other data
on donors, and will ensure that this donor information is used on a need-to-know-basis
only for the support of Gateway's fund development.

Gateway Homes, Inc
Policy and Procedures
Category: Public Relations And
Fundraising
Title: Gift Acceptance
Issued: September 2009
Revised: June 2011; December 2013;
April, 2014

Reference: Code of Ethical Conduct
Number: 02
Pages: 1
Attachments: None

I. Purpose: The purpose of this policy is to clarify Gateway's right to refuse a gift.
II. Policy: The Board and staff of Gateway Homes have the right to refuse contributions that do
not enhance or promote Gateway's mission and long-range financial viability.

Gateway Homes, Inc
Policy and Procedures
Category: Public Relations And
Fundraising
Title: Website Privacy
Issued: September 2009
Revised: June 2011; December 2013;
April, 2014

Reference: Code of Ethical Conduct; GH01 Donor
Relations
Number: 03
Pages: 2
Attachments: None

I. Purpose: The purpose of this policy is to establish procedures for maintaining the privacy of
visitors to and users of Gateway's website.
II. Policy: Gateway Homes will respect, maintain, and protect the privacy of visitors to and users
of Gateway's website.
III. General Guidance And Procedures
a. Collection of Information: Gateway does not collect or retain information from
visitors to or users of Gateway's website. The only information collected retained by
Gateway is from individuals who contact Gateway by email through the
nrfo@gatewavhQmes.org address. Gateway does not use any cookies.
b. Disclosing And Protecting Information: Information obtained through
infb@gatewayhomes.org correspondence is strictly confidential and not shared with any
external person or organization without the user's prior authorization. Gateway has
implemented a variety of security measures to maintain the confidentiality of any
personal information shared with the organization. All staff are responsible for
understanding and adhering to these security and privacy measures.
c. Review Of Confidential Information: Any user who wishes to review, correct, or
change confidential information may do so by contacting Gateway at
lnfo@gatewayhomes.org.
d. Questions About Gateway's Privacy Policy: Any questions about Gateway's privacy
policy should be directed to mfo@gatewayhomes.org.
e. Third Party Links: Gateway's website contains various third party links and an online
contribution link. These third party links have separate and independent privacy
policies. Therefore Gateway has no responsibility or liability for the content and
activities of these linked sites. Nevertheless, Gateway seeks to protect the integrity of
its site and welcomes any feedback about these links.

f. Posting Of Privacy Policy: Gateway's Website Privacy Policy will be posted on its
website.

Gateway Homes, Inc
Policy and Procedures
Category: Financial & Accounting
Title: Credit/Debit Cards and Program
Checks
Issued: November 2011
Revised: July 2012; December 2013;
April, 2014

Reference:
Number: 201 (formerly 710)
Pages: 2
Attachments: Form 201 Credit/Debit Card Log

I. Purpose: The purpose of this policy is to establish procedures for the use of Credit/Debit
Cards issued by Gateway Homes.
II. Policy: Gateway Homes will issue Credit/Debit Cards to staff, as appropriate, to ensure the
needs of residents and staff are met in a timely fashion.

III. General Guidance And Procedures:
a. General Guidance: Requests for routine purchases, with the exception of food and gas,
should be forwarded to the Director of Administration. The Credit/Debit Cards should
only be used for urgent, non-routine operational needs that cannot be met in a timely
manner through the routine purchase processes.
b. Credit Card Issuance: The Executive Director may issue Credit/Debit Cards to staff at
his or her discretion.
c. Credit Card Limit: Each card shall normally have a credit limit of $5,000. The
Executive Director may authorize higher credit limits at her/his discretion.
d. Use Of Credit/Debit Cards: Cards may only be used for authorized Gateway Homes'
business.
i. Generally acceptable use includes, but is not limited to, items which cannot be
paid for in advance or through the routine purchase processes such as travel
expenses, training activities, community-based psychosocial rehabilitation
activities, food and supplies for resident use, and etc. Cards may be used for
over-the-counter transactions and over-the-phone and internet purchases.
ii. The cards may not be used for:
1. Personal or non-official expenditures;
2. Cash advances;
3. Purchases that are beyond approved expenditure limits; and

4. Regular or periodic payments.
e. Cardholder Responsibilities: The cardholder is
i. responsible for every transaction on his or her credit card;
ii. keeping the card securely and guarding against unauthorized and improper use;
iii. providing the Director of Finance with a completed Form 201 Credit/Debit
Card and Program Check Documentation Log on Monday each week for the
proceeding week (this form must be completed whether or not any purchases
have been made); and
iv. returning the card to the Director of Finance when leaving his or her position or
terminating employment with Gateway.
f. Cancellation
i. A card may be cancelled at anytime at the discretion of the Executive Director.
ii. If a card is lost or stolen, the employee must contact SunTrust immediately and
request that the card be cancelled. The employee must also notify the Director
of Finance and the Executive Director no later than the next business day.
g. Program Checking Account
i. Any checks written from the Program Checking account must be entered on
Form 201 Credit/Debit Card and Program Check Documentation Log along
with the receipts and submitted to the Director of Finance on Monday each week
for the proceeding week.
h. Audit Of Credit/Debit Card and Program Checking Account Use:
i. The Director of Finance will complete an audit of credit/debit card and program
checking account usage each month during account reconciliation.
ii. The Director of Finance will inform the Executive Director of any breaches or
possible breaches of this Policy.
iii. The Executive Director will promptly investigate and take the appropriate
corrective action.

Credit/Debit Cards And Program Checks Page 2 of 2

Credit/Debit Card & Program Check Documentation Log
Card Holder

)ate

Card Sign-Out
Signature (& Check U)

Name of
Store/Vendor

Form. 201 Credit/Debit Card And Program Check Log

Last Four Digits of Card Number

Description of Purchase

Amount

Receipt
Attached

Card Return Siensitiirp

Gateway Homes, Inc
Policy and Procedures
Category: Financial & Accounting
Title: Fiscal Accountability
Issued: June 2004
Revised: July 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-210
Number: 210
Pages: 2
Attachments: None

1)

. Purpose: The purpose of this policy is to establish procedures for management of and
accounting for Gateway's finances and assets.

2)

Policy: Gateway Homes will follow the accounting principles generally accepted in the United
States.

3)

General Guidance And Procedures:
a) Financial Reserves: Gateway will maintain financial reserves sufficient to cover a minimum of
90 days of operating expenses.
b) Audit: an independent external audit of Gateway's financial records will be conducted
annually by a Certified Public Accountant using generally accepted accounting principles. The
audit will include:
i) An operating statement showing revenues and expenses for the fiscal year just
ended; and
ii) A balance sheet showing assets and liabilities.
c) Internal Controls/Segregation Of Duties:
(i) Receipts: All incoming checks and/or cash shall be received by a staff person
separate from the Director of finance and will frequently compile a daily cash
receipt list. Deposits will be made daily by the Director of Finance.
(ii) Disbursements: The Director of Finance has the primary responsibility for
disbursing funds. Other staff as authorized by the Board of Directors can make
disbursements on an as needed basis. In lieu of petty cash, staff approved by the
Executive Director will use agency credit cards to pay for goods and services.
The Executive Director or Director of Administration will initial supporting
documentation indicating approval for all disbursements over $1,000, except
utilities, prior to the disbursement. All electronic payments, including payroll,
will need the approval of the Executive Director or Director of Administration.
(m)Cash Reconciliation: All bank statements will be opened and initialed by the
Director of Administration. After reconciliations are completed by the Director
of Finance, they will be reviewed and initialed by the Executive Director.
d) Accounting System: Gateway Homes will maintain an accounting system that provides for
internal and external reports reflecting its financial condition on an accrual basis.

e) Reports To The Board of Directors: Monthly statements will be prepared and disseminated to
the Finance Committee. Year end reports showing all revenues and expenses for the year will
be presented annually to the Board of Directors.
f) Agency Budget: In consultation with the Executive Director, the Director of Finance and
Director of Administration will prepare a draft budget for review by the Finance Committee
and subsequent presentation to the Board of Directors at least one month in advance of the new
fiscal year.
g) Authorized Signatures: The Board of Directors will review and authorize signatures for each of
Gateway's accounts at its annual Directors' meeting. Dual signatures will be required for any
check written in the amount of $10,000 or greater.
h) Purchasing: All purchases over $1,000 will be made with the approval of the Executive
Director or the Director of Administration. Receipts for all purchases will be submitted to the
Director of Finance. Three bids shall be obtained for all items costing $10,000 and over.
i) Asset Valuation: Please see FA04 Inventory of Moveable Assets and FA05 Contributed Goods
and Materials.
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Gateway Homes, Inc
Policy and Procedures
Category: Risk Management
Title: Indemnity Coverage
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-220 (1) through (4)
Number: 220
Pages: 1
Attachments: None

I. Purpose: The purpose of this policy is to protect the interests of individuals, employees, and
the organization from risks of liability.
II. Policy: Gateway Homes will maintain indemnity coverage.
III. General Guidance And Procedures:
Coverage: Gateway's Director of Administration will maintain indemnity coverage
which includes:
i)
General liability with an aggregate limit to coverage of $3,000,0000;
ii)
Commercial Crime Policy which covers employee theft ($75,000 per occurrence) and
forgery or alteration ($25,000 per occurrence); theft of money or securities on premises
($10,000 per occurrence); robbery or burglary on premises ($10,000 per occurrence);
iii)
Professional liability with an aggregate limit of $4,000,000;
iv)
Vehicular liability for each vehicle owned by Gateway which exceeds the minimum
limits established by law; and
v)
Property damage liability for all buildings and property with a value in excess of

1. Indemnity

$1,000.

Indemnity Coverage Page 1

Gateway Homes, Inc
Policy and Procedures
Category: Financial & Accounting
Title: Written Schedule Of Rates
Subtitle:
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

DBHDS Reference: 12VAC 35-105-230
Number: 230
Pages: 1
Attachments: Form 230.1 Rate Schedule;
Form 230.2 Financial Agreement

I. Purpose: The purpose of this policy is to establish a process for determining rate schedules, disclosing
fees, and entering into financial agreements.

II. Policy: Gateway Homes will folly disclose the rate schedule upon request. All applicants will enter
into a signed financial agreement prior to admission.

HI. General Guidance And Procedures:
a. Disclosure Unon Request: Gateway's Director of Finance, or designee, will make the rate schedule
available upon request to any interested party.
b. Change In Fee Schedule: The Director of Finance, or designee, is responsible for informing
referring agencies, the individual and the authorized representative of any changes to the rate
schedule at least sixty days in advance of a change.

c. Determination Of Fees: The Director of Finance, or designee will;
i. review every applicant's financial and insurance status to ensure the applicant has
applied for all entitlements from the federal, state, and local governments;
ii. consult with the individual, the authorized representative, family, or other support
systems, as appropriate, to pursue all available options for payment; and
iii. enter into a signed financial agreement with the responsible party prior to admission.

Written Schedule Of Rates Page 1

Gateway Homes, Inc.
Rate Schedule

Supported Living Center

$5,000 per month

Supported Apartments

$3,600 per month

Community Support Services

$800 per month

* The rate does not include the cost of medication or primary medical care.

Form 230.1 Rate Schedule

Gateway Honies# Inc.
Financial Agreement

By my signature below, I

hereby agree to the following terms
(financially responsible party)
and conditions for payment of the residential, transportation, educational, vocational, clinical, nursing,
and psychiatric services INDIVIDUAL'S N A M E will receive from Gateway Homes, Inc.
(individual receiving services)

I agree to promptly endorse and submit to Gateway any and all checks from local, state, and federal
agencies to which Name is entitled, including, but not limited to, such things as Social Security Disability,
and Supplemental Security Income. I also agree to promptly endorse and submit to Gateway all Social
Security Disability back-payments up to the amount of any unpaid service fee resulting from Name's care at
Gateway Homes. I will be responsible for the pharmacy costs, lab work, medical care, and any other
needed services not provided by Gateway Homes, Inc.

After all sources of revenue from fees are received, I understand that this leaves a monthly balance
of about $1,000. Therefore, I agree to provide
- W..-: - each month,
f understand that the balance needed for the remaining cost of care will be raised by Gateway in
charitable contributions.

By my signature below, I hereby enter into the financial agreement described above and agree to the
terms and conditions as outlined. I understand that this agreement is effecth/e for one year and will be
renewed annually to continue receiving services from Gateway Homes, Inc.

Party with Financial Responsibility

Form 230.2 Financial Agreement

•

Date

Gateway Homes, Inc
Policy and Procedures
Category: Financial & Accounting
Title: Foonds of Service Recipients
Subtitle:
Issued: June 2004
Revised: Jaone 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-240
Number: 240
Pages: 2
Attachments: Form 240 Log for Cash

L Purpose: The purpose of this policy is to establish a procedure for handling funds of
individuals receiving services.
II. Policy: Gateway Homes will maintain documented financial controls to minimize the risk of
theft or embezzlement of funds of individuals receiving services.
III. General Guidance And Procedures:
1. Gateway provides individual skills training and class room education focused on helping
individuals acquire the skills needed to manage their personal funds. Gateway's goal is to
empower each individual to manage personal funds as independently as possible.
2. Gateway will hold funds in trust for an individual if there are clearly identified clinical,
behavioral, or risk management reasons for doing so. Examples include an individual who
i)
has such poor reality testing that he/she is unable to keep track of their hands;
ii)
requests staff assistance due to concerns about his/her inability to keep track of funds,
impulsive spending of funds needed for other purposes, or vulnerability to giving funds
to other peers; or
iii)
unexpectedly receives a large sum of money and does not have a secure setting in which
to maintain those hands.
3. Cash Foonds Held In Trust: Gateway will use the following financial controls when handling
individual's funds.
i)
Any cash funds held for an individual will be kept in a locked safe in a secure area only
accessible by staff;
ii)
The staff member receiving cash hands in trust from an individual or disbursing such
funds at the request of the individual will complete Form 240 Log for Cash sign it, and
ensure the individual receiving the funds also signs Form 240 Log for Cash.
4. Other Funds Held In Trust: Gateway will use the following financial controls when handling
noncash funds for individuals.
a. An individual's checks shall be received by a staff person separate from the Director of
Finance and will compile a daily cash receipt list.
Page 1

b. Deposits will be made frequently by the Director of Finance.
c. The Director of Finance will
i. maintain a journal of the date and amount of any deposit made for an individual;
ii. maintain a journal including the date, amount, purpose, of any disbursements
made at the request of the individual; and
iii. upon request, provide an individual with an accounting of any funds held in
trust.
5. Security Of Funds: The security of resident funds is provided by Gateway's insurance which
covers theft, forgery, or misappropriation by employees and volunteers.

Funds of Individuals Page 2 of 2

LOG FOR CASH HELD BY STAFF
Resident's Name
Date

Purpose of Transaction

Form 240 Log For Cash

Deposit

Withdrawal Balance

Staff Signature

Resident Signature

Gateway Homes, Inc
Policy and Procedures
Category: Financial & Accounting
Title: Agency As Payee
Issued: December 2009
Revised: June 2011; December 2013,
April, 2014

Reference:
Number: 05
Pages: 1
Attachments: None

I. Purpose: The purpose of this policy is to establish a process for serving as a representative payee
Gateway residents' social security disability benefits.

n. Policy: Gateway Homes will manage the benefits in the best interest of the resident beneficiary,
ensuring that resident needs are properly meet and good records are maintained.
III.

General Guidance And Procedures:
a.

Case Manger's Responsibilities:

i. Involve the beneficiary as much as possible in financial decisions;
ii. Explain Social Security and SSI payments and the resident's expenses to him or
her;
iii. Advise the resident of current and past due benefits;
iv. Help the resident find other benefits and services he or she needs (for example,
food stamps, Medicaid, Auxiliary Grants, etc.); and
v. Help the resident cooperate with caseworkers from the Social Security
Administration.
b. Director of Finance's Responsibilities:
i. Determine the resident's fee for services at Gateway, current needs for day-to-day
living (e.g., food, clothing, housing, medical expenses and personal items) and
use his or her payments to meet those needs;

ii. Save any money left after meeting the resident's needs in a checking or savings
account (preferably interest bearing);
iii. Report any event that affects the resident's payment or entitlement to benefits
and promptly return any payment that the beneficiary is not due;
iv. Keep written records for at least two years of all payments received from SSA,
bank statements and cancelled checks, receipts or cancelled checks for rent,
utilities, and major purchases made for the beneficiary;
v. Notify SSA of any changes or circumstances that would affect Gateway's
performance as a payee or decision to continue to serve as a payee;
vi. Return any conserved funds to SSA or the new payee if Gateway stops serving
as the resident's payee; and
vii. Complete an annual accountings of benefits received.

Gateway Homes, Inc
Policy and Procedures
Category: Financial & Accounting
Title: Inventory of Moveable Assets
Issued: April 2005
Revised: June 2011; December 2013;
April, 2014

Reference:
Number: 06
Pages: 1
Attachments: None

I. Purpose: The purpose of this policy is to establish procedures for performing periodic
physical inventories of moveable assets such as furniture and equipment.
II. Policy: Gateway Homes will maintain an accurate record of the all moveable assets,
such as furniture and equipment, with a value of $500.00 or more at the time of purchase.
The physical inventory will be reconciled with the fixed asset records to safeguard
against loss of moveable assets.
III. General Guidance And Procedures
a. All employees who purchase a moveable asset with a purchase value of $500 or
more shall provide the Director of Finance with a receipt of the purchase.
b. The Director of Finance will maintain an accurate record of all moveable assets
over $500.00 at the time of purchase.
c. The Director of Administration will be responsible for scheduling a physical
inventory of assets on an annually, during the first quarter of the calendar year,
and for appointing the staff to conduct the inventory.
d. The physical inventory will be compared with the record of all moveable assets.

Gateway Homes, Inc
Policy and Procedures
Category: Financial & Accounting
Title: Contributed Materials And Services
Issued: February 2005
Revised: June 2011; December 2013;
April, 2014

Reference:
Number: 07
Pages: 2
Attachments: None

I. Purpose: The purpose of this policy is to establish procedures to account for the value of
contributed materials and services.
II. Policy: Gateway Homes will maintain an accurate record of the accumulated value of
materials and qualifying services in excess of $1,000.00 at the time of contribution.
Gateway will recognize the contributed value of services if such services (a) create or
enhance non-financial (capital) assets or (b) require specialized skills, are provided by
individuals possessing such skills, and would typically be purchased, if not provided by
donation.
III. Definitions:
Qualified Materials:

donated materials valued by the donor to be in excess of $1,000.00

Qualified Services: donated services which
(a) create or enhance non-financial (capital) assets; or
(b) require specialized skills, are provided by individuals possessing such skills, and
would typically be purchased, if not provided by donation; and
(c) are valued by the donor to be in excess of $1,000

IV. Specific Guidance And Procedures:
a. Donations To Administrative Functions/Areas: The Director of Finance will
approve and accept donations of materials and services in administrative areas
and inform the Director of Development of all such donations.

b. Donations To Clinical Programs: The Director of Administration will approve and
accept donations of materials and services for clinical programs and inform the
Director of Development of all such donations..
c. Valuation Of Materials and Services:
07 Contributed Materials and Services
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i. The staff member coordinating the donation will:
1. contact the donor to verify the donor's valuation of the donated
materials and services; and
2. inform the Director of Finance of the value of any qualifying
materials and/or services.
ii. If a volunteer does not provide a valuation of donated time, Gateway will
use the State Occupational Employment and Wage Estimates Report to
determine the value of donated services.
d. Record of Accumulated Value: The Director of Development will record the gift
of material(s) or service(s) as a contribution to operating revenue.

Gateway Homes, Inc
Policy and Procedures
Category: Health, Safety, Risk
Management
Title: Building Modifications, Climate,
Water, Inspections, & Repairs
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-270,280, 290, & 300
Number: 270/280/290/300
Pages: 2
Attachments:
Form 520.4 Water Temperature Log
Form 520.9 Maintenance & Repair Log

I. Purpose: The purpose of this policy is to establish procedures for maintaining the physical
environment.
II. Policy: Gateway Homes will maintain a physical environment appropriate to the population
served, the services provided, and accessible to individuals with physical and sensory
disabilities.
III. General Guidance And Procedures:
1.

Building Modifications: The Executive Director will submit to the DBHDS any plans for
building new construction and changing the use or making any structural modifications to
existing locations where services are being provided. The plans will not be implemented until
the DBHDS has determined the plans are incompliance with licensing regulations.

2. Building Temperatures: Staff on duty are responsible for maintaining the physical environment
between 65° and 80 ° F.
3. Water Temperatures: Hot water accessible to individuals being served shall be maintained
within a range of 100 - 120° F. The water temperature will be checked monthly and recorded
on Form 520.4 Water Temperature Log.
4. Food Service Inspections: There will be a routine annual inspection and approval of Gateway's
food service by the state or local health department. The Administrative Office will maintain a
file of the three most recent inspections and approvals.
5. Sewer and Water Inspections: There will be a routine annual inspection and approval of
Gateway's sewer and water by the state or local health department. The Administrative Office
will maintain a file of the three most recent inspections and approvals.
6. Facility Inspections: Routine facility inspections will be conducted in accordance with Policy
520 Risk Management. Inspections will be documented on Form 520.8 Facility Inspection.
7. Repair Requests: A staff member who observes any aspect of the physical environment to be
in need of repair is responsible for immediately informing the Program Supervisor/Logistics
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Manager of the need for repair. The Program Supervisor wil l coordinate the repair in
accordance with the Policy 520 Risk Management. Repair requests will be tracked using Form
520.9 Maintenance & Repair Log.
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Location
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Description of Repair Request
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Gateway Homes, Inc
Policy and Procedures
Category: Health, Safety, Risk
Management
Title: Weapons
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-310
Number: 310
Pages: 1
Attachments: None

I. Purpose: The purpose of this policy is to establish procedures governing the use and
possession of firearms and other weapons on Gateway's premises .
II. Policy: Gateway Homes does not permit firearms, pellet guns, air rifles, or other weapons on
its premises unless they are in the possession of sworn law-enforcement personnel.
III. Definitions: Weapon means any device or instrument whose primary purpose is to inflict
bodily injury or death.
IV. General Guidance And Procedures:
1. Service Guidelines: Admitting staff will review Gateway's Service Guidelines prohibiting
firearms and weapons on the premises with all individuals at the time of admission.
2. Violations: Individuals who possess firearms or weapons on the premises may be discharged
from the program.
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Gateway Homes, Inc
Policy and Procedures
Category: Human Resources; Health,
Safety, and Risk Management
Title: Tuberculosis Screening of Staff,
Students, and Volunteers
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-510
Number: 510
Pages: 1
Attachments: None.

I. Purpose: The purpose of this policy is to establish procedures for tuberculosis screening of
staff, volunteers, and students.
II. Policy: Gateway Homes will ensure staff, volunteers, and students having direct contact with
individuals receiving services are free of active symptoms of tuberculosis.
III. General Guidance And Procedures:
1. All new employees, volunteers, and students shall provide Gateway with a statement of
certification by a qualified provider indicating the absence of tuberculosis in a communicable
form within 30 days of hire or direct contact with individuals receiving services.
2. All employees, students, and volunteers are required to have an annual recertification indicating
the absence of tuberculosis in a communicable form.
3. Any employee, student, or volunteer who comes in contact with a known case of active
tuberculosis, or who develops symptoms of active tuberculosis of three weeks duration, must
be screened as determined appropriated based on consultation with the local health department.
4. Any employee, student, or volunteer suspected of having active tuberculosis is not permitted to
return to work or have direct contact with employees, students, volunteers, or individuals
receiving services until a physician has determined that the person is free of active tuberculosis.
5. Staff, students, or volunteers who do not comply with the requirements of this policy will not
be allowed to work.
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Gateway Homes, Inc
Policy and Procedures
Category: Health & Safety
Title: Risk Management &
Serious Incidents
Issued: June 2004
Revised: June 2011; December
2013; April, 2014

I.
II.

III.

Reference: 12VAC 35-105-520
Number: 520
Pages: 4
Attachments:
Form 520 Special Management Procedures;
Form 520.1/710/800 Crisis Intervention & Serious Incident
Form 520.2 Serious Injury/Death Report
Form 520.4 Water Temperature Log
Form 520.5 Fire Safety Inspection Log
Form 520.6 Vehicle Care Log
Form 520.7 Refrigerator Temperature Log
Form 520.8 Facility Inspection Log
Form 520.9 Maintenance & Repair Log

Purpose: The purpose of this policy is to establish procedures for managing risk.
Policy: Gateway Homes will actively identify, monitor, reduce, and minimize risks associated
with personal injury, property damage or loss, and other sources of potential liability. Each
staff member is responsible for the ensuring the safety of our residents through proactive
identification of risks, managing risks as they occur, and documenting the management of those
risks.
Definitions:

Significant Events consist of such things as any injury requiring intervention on the part of staff to
prevent a serious incident.
Serious Incident: A significant event becomes a serious incident if it meets any of the following
criteria: physical injury requiring professional medical attention; unexplained injuries (even if they
don't require medical attention); medication errors or suspected drug reaction; hospitalization (medical
and psychiatric); accidents involving vehicles, equipment, or buildings; or death.
Special Management Procedures - are specific instructions for managing residents with special legal
status such as Not-Guilty-By-Reason-Of-Insanity-Acquittees, individuals under the supervision of the
Department of Probation and Parole, and persons adjudicated incompetent who have court appointed
legal guardians or committees.
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General Guidance And Procedures:
Responsibilities:
i)
The Manager of Benefits and Quality Improvement has overall responsibility for risk
management, the implementation of the risk management plan, and conducting an
annual review of all serious injuries.
ii)
Each staff member is responsible for the ensuring the safety of our residents through
proactive identification of risks, managing risks as they occur, and documenting the
management of those risks.
iii)
Any staff member who has knowledge of a potential risk is responsible for informing
- his or her supervisor immediately.
General Risk Management Procedures
i)
Staff members are expected to use sound judgment and common sense in the
management of situations which carry a potential risk of harm to residents, staff,
visitors, and/or property.
ii)
All staff members on site are responsible for assisting in, diffusing, and managing
situations with a potential of risk. This includes such things as removing other residents
from the area, providing first aid, contacting 911 to request emergency medical or law
enforcement assistance, seeking emergency psychiatric consultation from CSB
Emergency Services, and/or any other actions that are warranted by the situation at
hand.
Physical Plant Safety Inspections:
i)
The Program Manager for Fairfax and the Supervisor of Physical Plant for each
physical site is responsible for assigning a staff member to conduct an inspection of
each building's general condition, major appliances, water temperatures, fire safety
systems, and each vehicle on a monthly basis and complete the appropriate inspection
forms (Form 520.4 Water Temperature Log; Form 520.5 Fire Safety Inspection Log;
Form 520.6 Vehicle Care Log; Form 520.7 Refrigerator Temperature Inspection Log;
and Form 520.8 Facility Inspection Log).
ii)
The Program Manager for Fairfax and the Supervisor of Physical Plant will track and
coordinate all requests for repairs and safety improvements using Form 520.9
Maintenance & Repair Log.
iii)
The Program Manager for Fairfax and the Supervisor of Physical Plant will maintain
inspection forms and repair tracking data for three years.
Special Management Procedures
i)
The Assistant Clinical Director will complete a "Special Management Procedures" form
for all residents under the supervision of a court, Department of Probation and Parole,
Community Services Board, legal guardian, or committee.
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ii)

All staff members involved in managing significant events involving a Gateway
resident will review the resident's medical record as soon as possible and follow all the
instructions contained in the Special Management Procedures for that resident.

5. Infection Control: Staff will use universal precautions and follow the procedures set forth in
Policy 520.F Infection Control.
6. Documentation Of Significant Events
i) Responsible Staff- The staff managing the significant event is responsible for ensuring the
documentation requirements are completed within the established time frame.
ii) Documenting Significant Events: The responsible staff member must:
(1) Phone: Notify their immediate supervisor, the Benefits & Quality Improvement
Manager or the Director of Administration if the Benefits & Quality Improvement
Manager is unavailable, by phone;
(2) E-Mail: inform the clinical team by email (shift report or stand alone email) of all
significant events; and
(3) Medical Record: document the event on a treatment note in the resident's medical
record.
iii)Documenting Serious Incidents: The responsible staff member must
(1) Phone: Notify their immediate supervisor, the Benefits & Quality Improvement
Manager or the Director of Administration if the Benefits & Quality Improvement
Manager is unavailable, by phone;
(2) E-Mail: inform the clinical team by email (shift report or stand alone email) of all
significant events;
(3) Medical Record: document the event on a progress note in the resident's medical
record; and
(4) Serious Incident Report: complete Form 520.1/710/800 Crisis Intervention & Serious
Incident Report before the end of the shift and forward it to the Benefits & Quality
Improvement Manager or the Director of Admissions if the Benefits & Quality
Improvement Manager is unavailable.
(i) the Benefits & Quality Improvement Manager will enter the serious incident
report, along with any follow up action and resolutions into the Comprehensive
Human Rights Information System (CHRIS).
(ii) the Benefits & Quality Improvement Manager will also maintain a paper system
to serve as the back-up system in the event of an emergency when the CHRIS
system is unavailable.
7. Reporting And Review Of Serious Incidents And Injuries:
i) The Benefits & Quality Improvement Manager will
(1) Review all serious incidents within two working days;
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(2) consult with the Executive Director when appropriate;
(3) implement and document any corrective actions that are needed; and
(4) maintain a file of all serious incident reports for three years from the date of the
incident.
ii) The Benefits & Quality Improvement Manager will
(1) Report all serious injuries to and deaths of employees, students, volunteers, visitors, and
individuals receiving services to the Licensing Office and Office of Human Rights
within 24 hours using the Form 520.2 Serious Injury/Death Report;
(2) Report as appropriate and required by law injuries and deaths of clients receiving
services to the Department of Behavioral Health and Developmental Services.
(3) Review all such injuries and deaths at least annually;
(4) Review serious incidents, including serious injuries and deaths, with the Clinical
Committee of the Board of Directors at least annually and these reviews will be part of
the Board's official record of meetings; and
(5) Implement recommendations made by the Clinical Committee of the Board of
Directors.
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Gateway Homes, Inc.

Special Management Procedures
Effective Date:

Resident Name:

The Special Management Procedures outlined below are legal requirements and must be strictly
followed.
Criminal Legal Status #1 (drop down box with the following selections - None; NGR1; Court Ordered
Placement; Probation/Parole).
Criminal Legal Status #2 (drop down box with the following selections - None; NGRI; Court Ordered
Placement; Probation/Parole).
Civil Legal Status (drop selections - None; Legal Guardian)
Contact Person #1: Name:
down box with the following
Agency:

Relationship/Title:

Address:
Street

Office (

)

-

City

Cell (

)

-

Home (

State

)

Zip code

-

This person must be notified of the following: (drop down box with the following selections - N/A; treatment
noncompliance; change of address; visits off campus; AWOL; other
Please describe)
This person must be notified and/or make the following decisions: (drop down box with the following selections
— Consent to treatment/ISP; release of information; finances; other
(please describe)
Contact Person #2: Name:
down box with the following
Agency:

Relationship/Title:

Address:
Street

Office (

)

-

City

Cell (

)

-

Home (

State

)

Zip code

-

This person must be notified of the following: (drop down box with the following selections - N/A; treatment
noncompliance; change of address; visits off campus; AWOL; other
Please describe)
This person must be notified and/or make the following decisions: (drop down box with the following selections
— Consent to treatment/ISP; release of information; finances; other
(Please describe)

Contact Person #3: Name:
down box with the following
Form 520 Special Management Procedures

Relationship/Title:

CRISIS INTERVENTION & SERIOUS INCIDENT REPORT
individual's Name:

Date:

Time:

Nature of Crisis/Emergency/Incident:

Precipitating Factors:

Treatment or Interventions Provided:

Outcome (including severity of injuries if any):

Employees or Contractors Involved:

Notifications Made To:

Name & Signature

Date

Review Of Crisis Intervention/Serious Incident
Findings And Recommended Corrective Action (if any):

Name, Signature, Title of person reviewing report

Form 520/710/800 Crisis Intervention & Serious Incident Report

Date

DMH 966E 1156 R04/16/2002

REPORT TO OFFICE OF LICENSING
SERIOUS INJURIES OR DEATHS IN A LICENSED PROGRAM
Serious injury-arty

injury that results in bodily hurt, damage, harm or loss that requires medical attention by a

Licensed physician.
Provider and Address:
Service name and license number where individual was receiving services. (Ex: Outpatient- 000-07-004)

Specific Service:
License Number:
INDIVIDUAL'S NAME:

Date of death/injury

Date of Birth
/

/

Date of Discovery of death/injury

/

I

Did the incident involve (check all that apply)?

•Seclusion? •Restraint? QAbuse Allegation? • Neglect Allegation? QAssault by Client?
•Self-injurious Behavior? •Unexplained? Other?

:

COMPLETE FOR CRITICAL INCIDENTS ONLY

Did the incident involve?
• Loss of consciousness resulting from a serious injury?
•Other serious injury:
Type of medical attention required:
Status of medical resolution:

COMPLETE FOR DEATHS ONLY
Cause (from death certificate)

i

Is autopsy to be performed? QYes QNo If yes, status
Was death (check all that apply)?
• Expected? • Unexpected? •Suicide? •Referredto Medical Examiner?
State other known facts regarding injury or death (attach additional notes, if necessary):

Was an internal investigation initiated? QYes QNo If yes, indicate date begun:

External notifications made (check all that apply and indicate date of notification):
• DSS

•Dept. of Health Professions

• Local Law Enforcement agency

•Dept. of Health

•State Police

• Office of Human Rights

NAME OF PERSON FILING REPORT:
PHONE NUMBER:
MAIL/FAX THIS REPORT TO YOUR LICENSING SPECIALIST WITHIN

Form 520.2 Serious Injury/Death Report

24 HOURS OF SERIOUS INJURY OR DEATH

Water Temperature Log For
Year

Water
Heater In

Water
Heater In

Water
Heater In

Water
Heater In

Water
Heater In

January

February

March

April

May

June

July

August
-

September

October

November

December
Staff Instructions:

Form 520.4 Water Temperature Log
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Fire Safety Inspection Log For
Year
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March

April

May

June
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September

October

November

December
Staff Instructions:

Form 520.5 Fire Safety Inspection Log

Exit
Routes

#1

#2

#3

#4

Vehicle Maintenance Log For

(year)

Vehicle Information:

Due Date

Date work done

Vehicle Inspection
Rotate Tires
Rotate Tires

Oil and Filter Change

Oil and Filter Change

Oil and Filter Change

Oil and Filter Change
Air Filter Change

Air Filter Change
Replace Tires
Replace Wiper Blades
Other
Other
Other
Other
Please check tire pressure on 9 mnnthlv hat ic

520.6 Vehicle Care Log

Mileage

Comments

Program Name
Refrigerator Temperature Log Sheet
Inspection Form for
year
Refrig-1

Refrig- 2

Refrig- 3

Refrig- 4

Refrig- 5

Refrig- 6

Refrig- 7

Temp/Date

Temp/Date

Temp/Date

Temp/Date

Temp/Date

Temp/Date

Temp/Date

January

February

March

April

May

June

July

vugust

September

October

November

December
*Refrigerators are labeled with numbers 1 through
Staff Comments:

Form 520.7 Refrigerator Temperature Log

on the front of each unit*

Facility Inspection
Completed for:
Month

Building

Year

Building

Building

Building

Comments

Restrooms (cleanliness)
Dryer (including lint traps)
Washer
Extension Cords
Safety hazards
Inside lights/lamps
Floors
Furniture
Bedroom Towel rods
Bedroom Closet doors
Bedroom lamp/chair/dresser
Windows & screens
Doors & locks work
Toilet paper, paper towels
Cleaning supplies
Laundry supplies
Personal hygiene products
Emergency Food & Water
Emergency blankets/pillows
Electrical panels locked
Emergency Call System
Outside lighting
Walkway
Driveway
Bushes/Trees
Lawn
;

Please use the following abbreviations: N/A for not applicable; V for satisfactory; R for repair along with
description of repair needed in the comment section.

ame and signature of person completing form

Form 520.8 Facility Inspection

Date

Maintenance & Repair Log
Request Date /
Staff Name
Location

Form 590.9 Maintenance & Repair Log

Description of Repair Request

Date
ComnletcH
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Gateway Homes, Inc
Policy and Procedures
Category: Health, Safety, Risk
Management
Title: Infection Control
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12YAC 35-105-520E

,

Number: 520E
Pages: 2
Attachments: Form 520E First Aid Kit
Supplies

I. Purpose: The purpose of this policy is to establish procedures for managing communicable
diseases.
II. Policy: Gateway Homes employees, volunteers, students, and contractors will use universal
precautions in all instances of potential or actual exposure to bodily fluids. First aid kits will be
readily available to treat minor injuries as soon as they occur.
III. General Guidance And Procedures:
1. Notification: All new employees, volunteers, students, and contractors will be provided with a
written copy of this policy.
2. Exposure To Bodily Fluids: All employees, volunteers, students, and contracts must adhere to
the following procedures in the event of an exposure to bodily fluids of any kind.
i)
Obtain the necessary supplies from the staff office or cleaning supply closet to protect
from direct contact with potentially infections material. This includes gloves, protective
gown, shoe masks, goggles, or any other protective gear that is needed to cover areas
that may be exposed.
ii)
Obtain a red biohazard bag from the staff office or cleaning closet to collect all exposed
items, material, and cleaning equipment.
iii)
Prepare a water and bleach solution to clean the area. The solution consists of 10 cups
of water to one cup of bleach.
iv)
After putting on the protective gear, proceed to clean the area.
v)
Once the cleaning is completed, carefully review the area to make sure that all
potentially infections material has been removed.
vi)
Place any exposed clothing, towels, cleaning items, protective supplies, and etc. in the
red biohazard bag for disposal. Put the original bag inside a second red bag and notify
the Nurse that a biohazard bag requires disposal.
vii)
All persons involved must wash their hands thoroughly before returning to any other
activity.
viii) The Nurse will arrange for the proper disposal of the bio-hazardous bag with a
designated contractor.
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3. First Aid Kits: Well stocked first aid kits will be kept in each building arid vehicle, Employees
will provide first aid treatment to minor injuries as soon as they occur.
i)
The first aid kits will include the items listed on Form 520E.
ii)
The Program Supervisor is responsible for assigning an individual to check and restock
the supplies on a monthly basis.
4. Sharps Disposal: The Nurse will place syringes, needles and any other sharps in the red plastic
sharps container in the staff office immediately after use. The Nurse will arrange for the proper
disposal of the sharps container with a designated contractor.
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First Aid Kit Supplies
The first aid kit must include the items below and be checked monthly.

This First Aid Kit is located at/in
and has the following supplies:
• Activated charcoal (check expiration date)

• Adhesive tape

• Antiseptic ointment/first aid cream

• Band-aids (assorted sizes)

• Blankets (disposable or other)

• Disposable breathing barriers for CPR

• Cold pack

• Disposable waterproof gloves

• Gauze pads and roller (assorted sizes)

• Hand cleaner

• Plastic bags

• Scissors

• Small flashlight and extra batteries

• Thermometer

• Thermometer

• Triangular bandages

• Tweezers

U The first aid instructional manual

• Saline Solution

• Instant Ice Pac

• Antiseptic Soap

EH

30

The following items need to be ordered:

Other Comments:

Review Completed by:

Staff Name & Signature

Form 520E First Aid Kit Supplies

Date

cc Syrup of Ipecac (check expiration date)

Gateway Homes, Inc
Policy and Procedures
Category: Health, Safety, Risk
Management
Title: Emergency Preparedness &
Response/Continuity of Operations
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-530
Number: 530
Pages: 4
Attachments:
Form 440.1 Emergency Practice and Procedures;
Form 530 Employee Emergency Call List
Form 530.1 Major Resources for Evacuation
Form 530.6 Fire Safety Drill
Form 540B Emergency Preparedness Numbers

I. Purpose: The purpose of this policy is to establish procedures for maintaining continuity of
operations by preparing for and responding to emergencies.
II. Policy: Gateway will have a written emergency preparedness and response Plan to ensure the
continuity of operations for each service location. All employees, volunteers, students, and
contractors will participate in an initial orientation and an annual review of the plan. All
employees are responsible for handling emergencies in accordance with this Plan and for
engaging in practice exercises.
III. General Guidance And Procedures:
1. r.nordination with Local Emergency Coordinator: The Director of Administration will contact
the local emergency coordinator for each service location to determine local disaster risks and
community-wide emergency plans to address different disasters and emergency situations.
Documentation of this contact will be maintained with the Plan.
2. Anrmal Review: The Director of Administration is responsible for reviewing the Plan on an
annual basis, updating the plan, and ensuring employees, volunteers, students, and contractors
are notified of any changes.
3. Analysis Of Capabilities & Potential Hazards:
i)

Natural Disasters, Severe Weather, and Flooding ~ Gateway's management staff will
respond to predictions of natural phenomenon by proactively reviewing staffing plans,
building safety, and evacuation alternatives. When appropriate, the Executive Director,
or designee, will institute the Plan prior to the predicted event in collaboration with the
local emergency coordinator.
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ii)

Fire ~
_
(a)
Each public building and residential program will post an evacuation route for
the site at each exit door and maintain a current listing of relevant emergency
contact numbers.
(b)
A Fire Drill will be conducted on each shift on a monthly basis and documented
on Form 530.6 Fire Safety Drill. A record of the completed Form will be
maintained for three years in the Program Director's office.
(c)
Any staff member on duty identifying a fire is responsible for activating a
central fire alarm, if one exists, evacuating individuals receiving services using
the evacuation route, contacting the emergency response number, and if
appropriate using a fire extinguisher to put out the fire.

iii)

Workplace Violence or Terrorism ~ Gateway is committed to providing all employees
with a workplace free of violence and proactively taking all steps needed to maintain a
violence free environment. Should violence or terrorism occur, the Executive Director,
or designee will immediately notify the appropriate law enforcement personnel and
work collaboratively with them to take whatever measures are needed to ensure the
safety of all involved.

iv)

Missing Persons, Severe Injuries, and Other Emergencies ~ Employees will follow the
procedures set forth in Policy 520 Risk Management.

4. Coordination/Management Of Response Activities: The Executive Director, and in his absence
or unavailability, the Director of Administration, is responsible for managing, directing, and
coordinating logistics and communications during the emergency to ensure the life safety of
employees, volunteers, students, staff, contractors, and residents receiving services. The
Executive Director, or designee, is responsible for property protection, community outreach,
recovery, and restoration.
5. Emergency Procedures:
i)

Identification Of Emergency. All staff are responsible for proactively identifying and
responding to emergency situations as they arise.

ii)

Notification and Initiation Of Plan: The Program Supervisor or senior staff member on
duty is responsible for contacting the Executive Director, or designee to inform of the
emergency and initiating the implementation of the Plan.

iii)

Communications: The Executive Director, or designee, will implement a process for
informing all employees of the Plan and for coordinating this Plan with community
responders. Human Resources will maintain a current listing of all employees work,
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home, and cell phone numbers on Form 530 Employee Emergency Call List to facilitate
the communications process.
iv)

Notification To Individuals Receiving Services: The Executive Director, or designee,
will implement a process for notifying all individuals receiving services of the Plan. In
most situations, the direct care staff will be responsible for notifying individuals in 24
hour residential programs and case management staff will notify individuals in other
service locations.

v)

Emergency Access To Secure Areas & Locked Doors: All staff providing direct care
will maintain master keys at their work site which provide access to all areas of the
buildings and open all locked doors.

vi)

Evacuations And Relocations Of Individuals In Residential Programs: The objective for
evacuations and relocations is to provide for individual safety in the least disruptive
manner possible.
(a)
Evacuation/Relocation On Campus: In keeping with this objective, individuals
will be relocated to another building on Gateway's main campus, such as the
Activity Center or Assessment Center I whenever possible. This includes
assisting individuals with packing a minimum amount of clothing, medications,
bedding, and mattresses to be moved to the main campus.
(b)
Evacuation/Relocation To Another Facility: If individuals are not able to be
relocated on the main campus, the back-up plan is to relocate residents into
another congregate care facility as identified on Form 530.1 Major Resources
for Evacuation.

vii)

Notifying Family Members and Legal Guardians: The Executive Director, or designee,
will implement a process for notifying family members and legal guardians of the Plan.
In most situations, the responsible case manager will notify family members and legal
guardians.

viii)

Alerting Emergency Personnel: In most situations, the staff member responding to the
emergency will make the initial notification to the emergency personnel. Once the
Executive Director, or designee, has assumed oversight responsibility for the
emergency, he or she will coordinate the response with emergency personnel.

ix)

Locating And Shutting Off Utilities: The Executive Director, or designee, is responsible
for locating and shutting off utilities.

x)

Supporting Documents:
(a)
Form 530 Employee Emergency Call list will be maintained by the Program
Supervisor and maintained as an attachment to this policy.
(b)
Building and Site Maps will be maintained in the Administration office.
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(c)

Form 530.1 List of Major Resources will be maintained as an attachment to this
policy and include emergency shelters and contact information.

xi)

Schedule For Implementing Plan And Conducting Drills-. All employees, volunteers,
students, and contractors will participate in an initial orientation and quarterly review of
the Plan including a practice exercise of handing resident emergencies in the manner set
forth in Policy 440 Orientation, Training, Retraining, and Development.

xii)

Report Of Disaster, Fire, Or Emergency Conditions: After the disaster or emergency is
stabilized, the Executive Director, or designee will report the disaster or emergency to
the Office of Licensing not later than 72 hours after the incident occurred.
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PRACTICE EXERCISE FOR RESIDENT EMERGENCIES
• Procedures for handling medical emergencies including identifying the staff person responsible for (i)
calling the rescue squad, ambulance service, resident's physician, or Poison Control Center, and (ii) providing
first aid and CPR, when indicated.
• Procedures for handling a resident with a Special Management Plan who is absent from the facility in
violation of the conditions of the Plan.
• Procedures for handling mental health emergencies such as, but not limited to, catastrophic reaction or
the need for a temporary detention order.
• Procedures for making pertinent medical information and history available to the rescue squad and
hospital, including but not limited to information on medications and any advance directives.
• Procedures to be followed in the event that a resident is missing, including but not limited to (i)
involvement of facility staff, appropriate law-enforcement agency, and others as needed; (ii) areas to be
searched; (iii) expectations upon locating the resident; and (iv) documentation of the event.
—J
Procedures for notifying the resident's family, legal representative, designated contact person, and any
responsible social agency.

EMERGENCY PREPAREDNESS & RESPONSE PLAN PROCEDURES
1.
2.
3.
4.
5.

Alerting emergency personnel and sounding alarms
Implementing evacuation procedures, including individuals with special needs
Using, maintaining, and operating emergency equipment
Accessing emergency medical information
Utilizing community support services.

I have engaged in the practice exercise for resident emergencies checked above and have also reviewed
the elements in the Emergency Preparedness and Response Plan described in the preceding paragraph.

Staff Signature

Date

Supervisory Signature

Date

Form 440.1 Emergency Practice and Procedures

|

Employee Emergency Call List
Last Name

Gateway Phone

First Name

Celt Phone

Home Phone

504-5136

Assessment Center

1-888-642-0930

Gateway Fax

804-861-7469

Pager->

Dr. Yaratha
Bailey

Eddie

590-1164

536-3666

862-4032

Bonner

Ben

712-4001

721-2896

732-4507

Bowles

Mike

614-2376

Bowles

Molly

712-4133

271-0821
720-7833

265-5399 FAX 1-888-642-0930
524-4654-CSH
524-7864-CSH

Branch

Ronald

712-2080

712-2080

Brooks

Leon

720-3897

732-8372

Brown

Lori

804-868-5221

868-5221

Chapman

Lisa

712-3778

536-4574

Fussell

James

539-3317

Hewett

Lenaye

530-8615
262-1412

490-6714

721-3202

732-5084

90-1164 or 590-1125

931-2303

732-1703

Howerton

Nakita

Hunt

Royal

712-3774

943-2110

Hyatt

Lynda

490-6658

767-0292

804-829-9843

Kennedy

Lois

720-2683

920-2565

378-0709

David

347-0109

347-0109

798-3106

2wis

Other Numbers

Parrish

Heather

490-6710

647-3317

Sperry

Liz

481-1804

357-0345

Stiltoner

Melissa

712-4058

715-2802

Vaughan

Kelisa

731-6280

478-6043

Walker

Leonard

721-9384

520-2045

Williams

Richard

Wilson

Jenine

Wilson-Hill

Joan

Form 530 Employee Emergency Call List

'

920-3079
704-1053

306-9432
661-0484

834-9998

Major Resources For Evacuation
Facility
Children's Home for
Virginia Baptists

Virginia Boys and
Girls Home

Central State Hospital

CART] AS

Description
Has two vacant 15 plus bed
group homes that are fully
furnished and ready for
occupancy. The facility is
located on Hickory Road in
Chesterfield.
Has one vacant 14 bed
shelter that is fully
furnished and ready for
occupancy. The facility is
located on Gaskins Road in
Richmond.
Has multiple large areas
capable of housing two to
three dozen individuals who
supply their own mattresses
and bedding. The facility is
located in Petersburg.
Has a large array of shelter
opportunities provided by
faith-based community in
the Richmond area.

Form 530.1 Major Resources For Evacuation

Contact Persons
Dr. Jean Cobbs

Contact Info
(804) 590-2080

Claiborne Mason

(804) 270-6566

Vicki Montgomery

(804) 524-7000

Karen Stanley

(804) 358-0964

Fire Safety & Evacuation Drill Log

Date:

Start Time:

Shift:

Staff Conducting Drill:

Staff Participating:

Drill Announced bv: voice alarm other

Number of Clients:

Finish Time:

Census Count:

out of

Special Conditions/Problems/Weather:

Date

Staff Signature

Date:

on census

Total Time:

Start Time:

Shift:

Staff Conducting Drill:

Staff Participating:

Drill Announced bv: voice alarm other

Number of Clients:

Finish Time:

xnsus Count:

out of

Special Conditions/Problems/Weather:

Date

Staff Signature

Date:

on census

Total Time:

Start Time:

Shift:

Staff Conducting Drill:

Staff Participating:

Drill Announced bv: voice alarm other

Number of Clients:

Finish Time:

Census Count:

out of

Staff Signature

^orm 530.6 Fire Safety Drill

on census

Date

Total Time:

Sped al Conditions/Problems/Weather:

Emergency Preparedness Numbers
Fire: 911 or (804) 748-1360
Police: 911 or non-emergency at (804) 748-1251
Poison Control: 1-800-222-1222
Nearest Hospitals:
Southside Regional- 765-5000;
Poplar Springs- 733-6874;
Bon Secours St. Mary's Hospital- 285-2011;
Tucker's Pavilion Intake- 323-8846;
CJW Medical Center- 320-3911;
John Randolph Medical Center- 541-1600;
Henrico Doctor's Hospital- Parham- 747-5600;
Bon Secours Richmond Community- 225-1700;
Bon Secours St. Francis- 594-7300
Ambulance Service: Non-emergency- 748-1251
Rescue Squad: 911 or 748-1360
Administrators' Cell Phones:

Executive and Clinical Director: Lynda Hyatt (804) 767-0292
Eddie Bailey (804) 536-3666
Molly Bowles (804) 712-4133
Melissa Stiltoner (804) 712-4058

Form 540B Emergency Preparedness Numbers

Gateway Homes, Inc
Poliot and Procedures
Category: Health, Safety, And Risk
Management
Title: Use Of Company And
Personal Vehicles
Issued: July 2005
Revised: June 2011; December 2013

Reference: Virginia Code Ann. §46.2-472
Fair Credit Reporting Act 15 U.S.C. §1681 et. seq.
Number: 08
Pages: 3
Attachments: Form 08 Employee Driver Agreement
And Consent Form

L Purpose: The purpose of this policy is to establish procedures for using company and
personal vehicles while conducting Gateway business.
Gateway will review employees' Motor Vehicle Driving Records when determining
employee eligibility to operate a vehicle while conducting company business. Gateway
vehicles may only be used by approved Gateway employees for authorized business
purposes. Gateway's insurance covers liabilities incurred by approved drivers while
operating Gateway vehicles for authorized purposes.
However, Gateway's insurance does not provide liability coverage for employees who use
their own vehicles while conducting company business. Therefore, employees who use
their personal vehicles to conduct company business will be responsible for any liabilities
incurred while operating their vehicle. An employee who chooses to transport Gateway
residents in their own vehicle must maintain the minimum automobile liability insurance
required by this policy.
III. Definitions:
Minimum Limits For Personal Automobile Liability Insurance: The minimum limits
for automobile liability insurance are established by Virginia Code section 46.2-472 and
are subject to a limit, exclusive of interests and costs, of $25,000 because of bodily injury
to or death of one person in any one accident, and subject to the limit for one person, to a
limit of $50,000 because of because of bodily injury to or death of two or more persons in
any one accident, and to a limit of $20,000 because of injury to or destruction of property
of others in any one accident.
Type A Violations include but are not limited to such things as: DWI/DUI with drugs or
alcohol; refusing to take a substance test; driving with an open container of alcohol;
manslaughter using a vehicle; driving while license is suspended or revoked; operating a
motor vehicle for the commission of a felony; aggravated assault with a motor vehicle;
permitting an unlicensed person to drive; reckless driving; fleeing or evading police or
roadblock; hit and run; failure to report an accident; and illegal passing of a school bus.
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Type B Violations include but are not limited to such moving traffic violations as:
speeding; improper lane change; failure to yield; failure to obey traffic signal or sign,
careless driving; and at fault accidents.
Specific Guidance And Procedures:
a. General Requirements
i. Gateway will request an employee's Motor Vehicle Records at the
beginning of employment and yearly thereafter in order to review an
employee's continued eligibility to operate company and/or personal
vehicles while conducting company business and for continued
employment.
ii. Employees will authorize the Department of Motor Vehicles to provide
Gateway with a copy of their Motor Vehicle Record by completing the
appropriate form provided by Gateway's Human Resource Department.
iii. Gateway vehicles are available to transport Gateway residents. Employees
who choose to transport Gateway residents in their own vehicle must
provide Gateway with a copy of their automobile liability insurance at the
time of hire and annually thereafter during regularly scheduled
performance evaluations.
iv. Employees will notify their immediate supervisor if any of the following
should occur:
1. Receipt of any moving violations resulting in demerit points given
by the DMV; Type A or B violation; Suspension of Driver's
License for any reason;
2. Involvement in a vehicle accident while conducting company
business; and
3. Lack of required minimum personal automobile liability insurance
coverage (for employees who transport Gateway residents in their
own vehicles).
b. Authorization To Operate Company and Personal Vehicles For Company
Business: The Director of Administration will:
i. Review each employee's Motor Vehicle Record for eligibility to operate a
vehicle while conducting company business at the time of hire, for cause,
and annually at the time of performance evaluation;
ii. In the determination of an employee's eligibility to safely operate a
vehicle while conducting agency business, review the number and type of
violations, and the employee's overall performance; to be determined as
follows:
.
1. At -1 the employee will be given a written warning about their
driving history and the need to improve.
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2. At -3 the employee will be asked to attend driving improvement
class, put on probation, and not allowed to drive residents in
company vehicles.
3. At a score of-5 the employee may be terminated for stated
score.
iii. Authorize eligible employees to operate company and personal vehicles
for company business.
Use Of Company Vehicles: Gateway vehicles will only be used by authorized
Gateway employees for bona fide business purposes. Non-employees and
Gateway residents are prohibited from driving Gateway's vehicles. Employees
who have been authorized to use company vehicles while conducting company
business will:
_
i. Maintain their Driver's License on their person at all times while
operating the company vehicle;
ii. Use seat belts/restraints at all times and request that all passengers use the
seat belts/restraints;
iii. Comply with all company policies and state and federal laws while
operating the vehicle;
iv. Maintain the security of the company vehicle;
v. Conduct company business in a professional manner consistent with
Gateway's mission and values;
vi. Complete and sign the Vehicle Record when they have completed their
use of the company vehicle; and
vii. Inform their supervisor immediately if they are involved in an accident or
receive a traffic ticket.
Use Of Personal Vehicles: Gateway employees who choose to transport
residents in their personal vehicles must maintain the minimum personal
automobile liability insurance coverage. Employees who use their personal
vehicles will:
.
i. Maintain their Driver's License on their person at all times while
operating the company vehicle;
ii. Use seat belts/restraints at all times and request that all passengers use the
seat belts/restraints;
iii. Comply with all company policies and state and federal laws while
operating the vehicle;
iv. Conduct company business in a professional manner consistent with
Gateway's mission and values; and
v. Inform their supervisor immediately if they are involved in an accident.
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Employee Driver Agreement
And
Consent Form
I hereby acknowledge that I have been provided with a copy of Policy GH 08 entitled The
Use Of Company and Personal Vehicles. I have also been given the opportunity to ask any
questions I have regarding this policy.
In accordance with the Fair Credit Reporting Act, I have, I have been informed that
Gateway will request my Motor Vehicle Records periodically as part of Gateway's process to
review my eligibility to operate a vehicle while conducting agency business.
I hereby consent to the disclosure of my Motor Vehicle Record and authorize Gateway's
and/or its designated agent, to obtain a Motor Vehicle Record report. This authorization is valid
as long as I am an employee of Gateway and may only be rescinded in writing.
I hereby inform Gateway Homes that I
• will transport Gateway residents in my own personal vehicle and agree to provide
Gateway with a copy of my vehicle liability insurance policy.
• will not transport Gateway residents in my own personal vehicle.

Employee's Name (print)

Driver's License Number

Issuing State

Employee's Signature

Date

Reviewer's Signature

Date

cc:

Employee's File

Form 08 Driver Agreement And Consent

Gateway Homes, Inc
Policy and Procedures
Reference: 12YAC 35-105-400
Number: 400
Pages:1
Attachments: Fingerprint Card
Barrier Crimes list

Cateporv: Human Resources
Title: Background Checks
Issued: June 2004
Revised: June 2011; April, 2014

I. Purpose: The purpose of this policy is establish procedures for conducting background checks
on all employees, contractors, students, and volunteers.
II. Policy: Gateway Homes will conduct background checks on all employees, contractors,
students, and volunteers.
III. General Guidance And Procedures:
1. frimmal History & Registry Checks: Prior to beginning employment, volunteering, or an
academic placement, Gateway will require such individuals to provide written consent and the
personal information necessary to:
i)
obtain a search of the registry of founded complaints of child abuse and neglect
maintained by the Department of Social Services; and
.
ii)
complete a background check conducted by the DBHDS.
2 Submission of Requests: Gateway will submit requests for background checks to the
appropriate state departments within 15 working days of employment, volunteering, or
academic placement.
3 Records Of Background Checks: Gateway will maintain in the record of the employee,
contractor, student, or volunteer:
. _ p
i)
a disclosure statement concerning whether the individual has ever been convicted of, or
is the subject of, pending charges for any offense; and
ii)
documentation that Gateway submitted all of the information required by the DBHDS
to complete the background and registry checks as well as the memoranda from the
DBHDS transmitting the results to the provider.
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Attachment 2
(July, 2012)

SCREENABLE CRIMES FOR DBHDS
DIRECT CONSUMER CARE PROVIDERS
(BARRIER CRIMES)
Code of Virginia § 37.2-416
The following offenses fall within the screening criteria and would result in a "Not Eligible" letter if an
applicant was convicted of one or more.
CODE
SECTION

OFFENSE

18.2-48

Abduction with Intent to Extort Money or for Immoral Purpose

18.2-47 A & B

Abduction (Kidnapping)

18.2-371.1

Abuse and Neglect of Children

18.2-369

Abuse and Neglect of Incapacitated Adults

18.2-54.2

Adulteration of Food, Drink, Drugs, Cosmetics, etc.

18.2-51.2

Aggravated Malicious Wounding

18.2-290

Aggressive Use of a Machine Gun
Assault and Battery (Exception: May hire individual convicted of not more than one misdemeanor offense if
10 years have elapsed following the conviction, unless the person committed such offense in the scope of

18.2-57

employment in a direct consumer care position.)
Assault and Battery Against a Family or Household Member (Exception: May hire individual convicted of
not more than one misdemeanor offense if 10 years have elapsed following the conviction, unless the person
committed such offense in the scope of employment in a direct consumer care position.)

18.2-57.2

Assault and Battery Against Law Enforcement (Pertains to convictions prior to 1997 when law was repealed)

18.2-57.1
18.2-67.5

Attempted Aggravated Sexual Battery

18.2-67.5

Attempted Forcible Sodomy

18.2-67.5

Attempted Object Sexual Penetration

18.2-67.5

Attempted Rape

18.2-67.5

Attempted Sexual Battery

18.2-54.1

Attempts to Poison

18.2-55

Bodily Injuries Caused by Prisoners, Probationers, or Parolees

18.2-92

Breaking and Entering Dwelling House with Intent to Commit Other Misdemeanor

18.2-89

Burglary

18.2-82

Burning Building or Structure While in such Building or Structure with Intent to Commit Felony

18.2-80

Burning or Destroying any Other Building or Structure

18.2-77

Burning or Destroying Dwelling House, etc.
Burning or Destroying Meeting House, etc.
Burning or Destroying Personal Property, Standing Grain, etc.
Carelessly Damaging Property by Fire
Carjacking

,

18.2-79
18.2-81
18.2-88
18.2-58.1

OFFENSE
Carnal Knowledge of Certain Minor
Carnal Knowledge of Child Between 13 and 15

CODE
SECTION
18.2-64.1
18.2-63

Carnal Knowledge of Inmate, Parolee, Probationer and Pretrial or Post trial Offender

18.2-64.2

Causing, Inciting, etc. Threats to Bomb or Damage Buildings or Means of Transportation; False Information as

18.2-84

to Danger to such Buildings, etc.
Certain Premises Deemed Common Nuisance
Crimes Against Nature Involving Children
Delivery of Drugs to Prisoners
Disarming a law-enforcement or correctional officer
Distribution of Certain Drugs to Persons Under 18
Drive-By Shooting
Drug Attempts (Felony convictions)
Drug Conspiracy (Felony convictions)
Electronic Facilitation of Pornography

18.2-258
18.2-361
18.2474.1
18.2-57.02
18.2-255
18.2-286.1
18.2-257
18.2-256
18.2-374.3

Employing or Permitting Minor to Assist in Obscenity and Related Offenses

18.2-379

Entering Bank, Armed, with Intent to Commit Larceny

18.2-93

Enter Dwelling House, etc. with Intent to Commit Larceny, Assault and Battery or Other Felony

18.2-91

Enter Dwelling House, etc. with Intent to Commit Murder, Rape, Robbery or Arson

18.2-90

Escape from Jail
Extortion by Threat
Failing to Secure Medial Attention for injured Child
Felonies by Prisoner
Firearms - Allowing Access by Children
Hazing
Homicide
Incest
Involuntary Manslaughter

18.2477
18.2-59
18.2-314
53.1-203
18.2-56.2
18.2-56
18.2-33
18.2-33
18.2-36

Maiming, etc. of Another Resulting from Driving While Intoxicated

18.2-51.4

Maiming, etc. of Another Resulting from Operating a Watercraft While Intoxicated

18.2-51.5

Maintaining a Fortified Drug House (Felony convictions)

18.2-258.02

Malicious Bodily Injury by Means of any Caustic Substance or Agent or Use of any Explosive

18.2-52

Malicious Bodily Injury to Law Enforcement Officers

18.2-51.1

Malicious Wounding by Mob

18.241

Manufacture, Possession, Use, etc. of Fire Bombs or Explosive Materials or Devices

18.2-85

Manufacturing, Selling, Giving, or Distributing a Controlled Substance or an Imitation Controlled Substance

18.2-248

(Felony convictions)
Manufacturing, Selling, Giving, or Distributing or Possessing with Intent to Manufacture, Sell, Give, or Distribute
Methamphetamine (Felony convictions)

18.2-248.03

OFFENSE

CODE
SECTION

Money Laundering (Pertains to convictions prior to 1999, when law was repealed)

18.2-248.7

Murder, Capital

18.2-31

Murder, First and Second Degree

18.2-32

Murder of a Pregnant Woman

18.2-32.1

Obscenity Offenses

18.2-374.1

Obtaining Drugs, Procuring Administration of Controlled Substances, etc., by Fraud, Deceit or Forgery (Felony)

18.2-258.1

Pandering

18.2-355

Pointing Laser at Law Enforcement

18.2-57.01

Possession and Distribution of Flunitrazepam

18.2-251.2

Possession and Distribution of Gamma-Butyrolactone or 1,4 - Butanediol

18.2-251.3

Possession and Distribution of Illegal Stimulants and Steroids

18.2-248.5

Possession of Burglarious Tools, etc.

18.2-94

Possession of Child Pornography

18.2-374.1:1

Possession of Drugs (Felony) and Continue on Probation or Parole or Have Failed to Pay Required Court
Costs

18.2-248/250

Possession of Drugs (Felony) in the Five Years Prior to Application Date

18.2-248/250

Possession of Infectious Biological Substances

18.2-52.1

Possession or Use of a Sawed-off Shotgun in a Crime of Violence

18.2-300 A

Production, Publication, Sale, Possession with Intent to Distribute, Financing, etc. of Sexually Explicit Items
Involving Children

18.2-374.1

Rape

18.2-61

Reckless Endangerment

18.2-51.3

Reckless Handling of Firearms; Reckless Handling While Hunting

18.2-56.1

Robbery

18.2-58

Sale of Drugs on or near Certain Properties

18.2-255.2

Setting Fire to Woods, Fences, Grass, etc.

18.2-86

Setting off Chemical Bombs Capable of Producing Smoke

18.2-87.1

Setting Woods, etc. on Fire Intentionally Whereby Another is Damaged or Jeopardized

18.2-87

Sexual Abuse of a Child between 13 and 15 yrs old

18.2-67.4:2

Sexual Battery

18.2-67.4

Sexual Battery-Aggravated

18.2-67.3

Sexual Battery - Infected

18.2-67.4:1

Sexual Penetration - Object

18.2-67.2

Shooting, etc. in Committing or Attempting a Felony

18.2-53

Shooting, Stabbing, etc. with Intent to Maim, Kill, etc.

18.2-51

Sodomy - Forcible

18.2-67.1

Stalking (Felony)

18.2-60.3

Taking, Detaining, etc. Person for Prostitution etc. or Consenting Thereto

18.2-355

OFFENSE

CODE
SECTION

Taking Indecent Liberties with Child by Person in Custodial or Supervisory Relationship

18.2-370.1

Taking Indecent Liberties with Children

18.2-370

Threats of Death or Bodily Injury

18.2-60

Threats to Bomb or Damage Buildings or Means of Transportation; False Information as to Danger to Such
Buildings, etc.

18.2-83

Transporting Controlled Substances into the Commonwealth

18.2-248.01

Use of a Machine Gun in a Crime of Violence

18.2-289

Use or Display of Firearm in Committing a Felony

18.2-53.1

Voluntary Manslaughter

18.2-35

If you need help to determine if an offense is considered screenable, you may contact DBHDS'
Background Investigations Unit at (804) 786-6384 or (804) 786-6326.

Gateway Homes, Inc
Policy and Procedures
Category: Human Resources
Title: Job Descriptions & Qualifications
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-410, 420
Number: 410
Pages:1
Attachments:
Form 410 Direct Care Job Description
Form 410.1 Job Description-Generic
Form 410.2 Reference Check/Employment
Verification
Form 410.3 Supervision

I. Purpose: The purpose of this policy is to establish procedures for job descriptions.
II. Policy: Gateway Homes will provide each employee and contractor with a written job
description.
III. General Guidance And Procedures:
1. Gateway will provide each employee and contractor with a written job description prior at the
time of hire.
2. The job description will include:
i)
Job title;
ii)
Duties and responsibilities required by the position;
iii)
Job title of the immediate supervisor;
iv)
Minimum knowledge, skills, and abilities; and
v)
Experience or professional qualifications required for entry level.
3. The Human Resources office is responsible for changing an employee's job description when
there is a change in duties or responsibilities.
4. The Human Resources office, or designated supervisor is responsible for making a reasonable
effort to verify credentials and contact references. The Human Resources office will use Form
410.2 Reference Checks / Employment Verification to document these efforts.

Job Descriptions & Qualifications Page 1

Gateway Homes, Inc.
Direct Care Job Description

Job Title:
Program/Department:
Supervisor:
Date:

Title:

Position Summary:
This position is responsible for providing direct care to individuals with serious mental illness in a residential
setting.

Duties and Responsibilities:
•

Keep current with all mandatory training requirements including CPR, First Aid, TOYA, and

Minimum Knowledge, Skills, And Abilities:
• Knowledge of the characteristics and concepts of mental health, health disorders and related physical
conditions and treatment approaches for persons with serious mental illness
> Knowledge of simple nursing care, first-aid, behavioral management, personal and environmental hygiene
• Ability to implement and follow policies and procedures of the DBHDS and Gateway Homes
• Ability to engage in the care, training, and rehabilitation of seriously mentally ill clients
• Ability to provide basic personal care and hygiene
• Ability to perform established training, care, and programmatic activities
• Ability to teach clients eating, bathing, dressing, grooming, and other self-care skills
• Ability to participate with professional staff I the design and implementation of training and programmatic
activities
• Ability to observe the rights and personal dignity of others
• Ability to observe, record, and report clients' behavior, attitude, and physical condition
• Ability to perform simple math and communicate effectively, both orally and in writing
• Ability to maintain effective working relationships with clients and other employees

Required Experience or professional qualifications:
•

Minimum Qualifications: Education equivalent to graduation from high school and at least 21 years of age

•

Experience: One year of full-time or equivalent part-time paid or volunteer experience in the care of
persons with serious mental illness.

Form 410 Direct Care

Job Description Page 1

I have received and reviewed a copy of my job description for a
Homes.

Employee's Signature

Form 410 Direct Care

Date

Job Description Page 2

Gateway Homes, Inc.
Job Description

Job Title:
Program/Department:
Supervisor:
Date:

Title:

Position Summary:

Duties and Responsibilities:
•

Keep current with all mandatory training requirements including CPR, First Aid,
TOVA,

Minimum

Knowledge, Skills, And Abilities:
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Required Experience or professional qualifications:

I have received and reviewed a copy of my job description for a

Employee's Signature

Form 410.1 Job Description-Generic

Date

at Gateway Homes.

Reference Checks And Employment Verification
Employee's Name:
Name of Contact:
Title or Relationship to Employee: _
Company/Organization:

;

Summary of Conversation:

Name of Contact:
Title or Relationship to Employee:
Company/Organization:
Summary of Conversation:

Name of Contact:
Title or Relationship to Employee:
Company/Organization:
Summary of Conversation:

Supervisor's Name & Signature

Form 410.2 Reference Verification

Date

Gateway Homes, Inc.

Tracking Sheet for Supervision Hours
Supervisor's Name:

Date:

Employee 's Name:

Time Spent with Employee:

Topic/Notes/Comments:

Supervisor's Signature and Date

Form 410.3 Supervision

Employee's Signature and Date

Gateway Homes, Inc
Policy and Procedures
Category: Human Resources
Title: Orientation, Training, Retraining,
& Staff Development
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-440, 450, 460,470
Number: 440
Pages: 2
Attachments:
Form 440 Orientation & Retraining
Form 440.1 Emergency Practice and Procedures

I. Purpose: The purpose of this policy is to establish procedures for orienting new employees,
contractors, volunteers, and students.
II. Policy: Gateway Homes will provide orientation to all new employees, contractors, volunteers,
and students and ensure such individuals receive ongoing training and development to enable
them to perform the responsibilities of their job.
III. General Guidance And Procedures:
1. Orientation: All new employees, contractors, volunteers and students will be oriented
commensurate with their function or job specific responsibilities within 15 business days. The
Orientation will include:
i)
Gateway's objectives and philosophy;
ii)
Practices of confidentiality including access, duplication, and dissemination of any part
of an individual's record;
iii)
Practices that assure an individual's rights including orientation to human rights
regulations;
iv)
Applicable personnel policies including the grievance process;
v)
Emergency preparedness procedures;
vi)
Infection control practices and measures; and
vii)
Other policies and procedures that apply to specific positions, duties, and
responsibilities.
2. Mandatory Training Requirements: Mandatory training requirements will be listed on each
employees job description and are a condition of continued employment with Gateway.
i)
All employees, contractors, volunteers, and students will receive annual retraining in all
of the areas listed in the section on Orientation, including Emergency Preparedness and
Human Rights.
ii)
Every six months employees will engage in a practice exercise for managing resident
emergencies and document the practice on Form 440.1 Emergency Practice.
Orientation, Training, Retraining & Staff Development Page 1

iii)
iv)
v)

All employees wi ll receive an initial training and annual retraining in Therapeutic
Options of Virginia (TOVA).
All employees will receive an initial training and an annual retraining in CPR and First
Aid.
All direct care employees responsible for medication administration will receive the
training necessary to receive and maintain registration as a medication aide in
accordance with §54.1-3408 et seq. of the Code of Virginia, as amended.

Scheduling and Tracking Training:
i)
The Logistics Manager will track all training and notify each supervisor of the need for
retraining.
ii)
Each supervisor is responsible for ensuring his/her supervisees receive all required
training in a timely manner.
Policy Changes: Employees will be noti fied of policy changes that affect performance of
duties by receiving a copy of the policy and having an opportunity to review the policy with
their supervisor.
Employee Development: Gateway is committed to supporting the professional development of
its workforce. All employees are required to establish goals for professional growth and
development. These goals will be included in the employee's performance plan and progress
toward such goals are a measure of each employee's performance.
Record of Training: A record of all orientation, training, retraining, registration, and
certification will be maintained in the personnel file.

Orientation, Training, Retraining, & Staff Development Page 2 of2

Orientation & Retraining Checklist For
Employees, Contractors, Volunteers, & Students

Employee Name:
Objective and philosophy of Gateway Homes
Practices of confidentiality, including access, duplication, and dissemination of resident's information
Practices to assure resident's rights
Emergency Preparedness Procedures
Infection control practices and measures
Monitoring Nutrition
Risk Management Procedures
Reporting Work Related Injuries
Whistleblower Policy
Document Retention and Destruction Policy
Code of Ethics Policy
Use of Company and Personal Vehicles
Organizational Structure
Job Duties and Responsibilities
Location of Gateway's Personnel Policies

By my initials above and my signature below, I hereby acknowledge that I have reviewed this
information with my supervisor. I have also been provided with the opportunity to ask questions and
know where to locate these documents should I wish to review them in greater detail.

Employee's Signature

'

Date

Date

Supervisor's Signature
1

Orientation Handouts
Objective & Philosophy
Mission Gateway provides a transitional residential treatment program for adults with mental illness who are
striving for independence.
Vision (what we strive to achieve) The vision of Gateway Homes is to make recovery a reality for adults with
mental illness.

Values (how we do what we do):
Compassion.

Treating individuals with serious mental illness requires specialized and compassionate
care. Gateway is strongly committed to providing continuing professional development for
staff to enhance their expertise in mental health and program effectiveness.

Integrity

As a mission-driven organization, integrity is of utmost importance in every aspect of
Gateway Homes - from administration to clinical services to community collaboration.
We insist on accountability in every decision we make.

Respect

Gateway honors the choices of people with disabilities, encouraging each individual to take
control of his/her life. We respect the role that individuals and families have in shaping
these choices. Self-determination, culturally competent services, and expertise-based
advocacy establish the cornerstone of Gateway's individualized treatment programs.

Collaboration. Collaboration is a critical component of Gateway's success. We benefit our community by
sharing our expertise with others. We leverage our impact through relationships with local
universities and other human service agencies. Our donors are integral partners in our
mission to make recovery a reality for persons with mental illness.
Diversity

The inclusion of multiple perspectives, diverse cultures and communities, and relevant
stakeholders is the foundation for our culturally competent services which enriches every
aspect of our organization. Gateway welcomes and respects a diversity of experiences,
ideas, talents and choices.

Creativity

Gateway recognizes that successful treatment of serious mental illness requires a
thoughtful and person-centered approach to every situation. We encourage staff, residents,
families and community partners to bring forth creative options for consideration.

Transparency

Gateway values transparency in all aspects of its business and programmatic practices.
Strong board oversight ensures fiduciary responsibility. Our actions demonstrate honesty
and openness.

2

Confidentiality
1I

Keep all resident information confidential unless:
a) You have written permission to share the information;
b) You have verbal permission and documented this permission in the chart;
c) You are coordinating treatment and discharge services; or
d) The law or a court order allows you to disclose information.
2) Medical records must be kept in a secure area, may not be taken home, and must be returned to the Assessment
Center before you leave work.
3) You may not share your password for the electronic services record with any other individual.

Human Rights
1) You must immediately report any suspected allegation of abuse, neglect, or exploitation to the Executive
Director immediately by calling his cell phone at (804) 896-1445. Telling your supervisor is not enough and it
is not the staff member's job to determine whether or not abuse occurred.
2) All resident must receive a copy of DSS and DBHDS rights at the time of admission. Residents must also be
given a copy of their DBHDS annually in January.
3) A copy of DSS and DBHDS rights are posted on the bulletin board at the Assessment Center.
4) Each member of Gateway's clinical and administrative team is responsible for treating each resident with
dignity and respect and ensuring each individual is accorded their full rights.
a) All Staff are responsible for promptly responding to residents' concerns and attempting to resolve them in a
timely manner. If a resident expresses dissatisfaction with the staff member's response, the staff will
provide the resident with a Complaint Resolution form and tell the resident to give the completed form to
the Clinical Director.
b) Abuse includes calling a resident names such as "lazy", "stupid", or other words that make them feel bad.
c) Exploitation includes taking a gift from a resident if the resident feels obligated to give the gift or expects
certain favors or treatment in return for the gift.
d) Neglect includes failure to intervene when one resident is taking advantage of or hitting another resident.

Emergency Preparedness Plan
1) Emergency Management Procedures include the following:
a) Orientation for staff and volunteers will include a review of Gateway's Emergency Management Plan.
b) This Plan will also be reviewed with staff, volunteers, and residents on a quarterly basis.
c) All staff are responsible for handling emergencies in accordance with this Plan and for engaging in practice
exercises.

Risk Management
1) Each member of Gateway's clinical and administrative team responsible for the ensuring the safety of our
residents through proactive identification of risks, managing risks as they occur, and documenting the
management of those risks. The policy requires that staff
a) Report Significant Events on the shift report so all staff are aware; and
b) Complete a Serious Incident Report before you leave for the day for any serious incident.
c) Please review the policy for any questions about what constitutes a Serious Incident.

Infection Control
Infection Control Procedures require the practice Universal Precautions in very situation,
x.) There are First Aid Kits in every office and in each vehicle.
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Monitoring Nutrition
3) Direct care staff must document food consumption, monitor eating habits, complete the nutrition form daily,
and weigh residents monthly.
4) All staff must be aware of nutritional needs on ISP and document as needed.
5) All staff must be aware of physical and mental symptoms that are nutritionally related such as confusion,
dizziness, low blood sugar, lethargy, and etc.

Reporting Work Related Injuries
1) You must report all work related injuries immediately before leaving work by doing the following
a) Completing a Serious Incident Report
b) Notifying your supervisor in person or by telephone
c) Calling 1-800-425-3222 to report the injury as required by law; and
d) Calling 1-888-663-4339 to arrange for medical care, if needed

Document Retention and Destruction Policy
1) The policy requires an employee to
a) Notify the Executive Director of any pending lawsuit or audit
b) Create and store all organizational documents and medical records in accordance with Gateway's policies;
and
c) Refrain for destroying any document unless explicitly authorized by Gateway's policy.

Code Of Ethics Policy
1) All staff, board members, and volunteers of Gateway are expected to act with honesty, integrity, and opennes.
in all their dealings as representatives of the organization.
2) The organization promotes a working environment that values diversity, respect, fairness, and integrity.
3) Gateway's reputation for integrity and excellence requires the careful observance of all applicable laws and
regulations, as well as a scrupulous regard for personal integrity and the highest standards of professional,
legal, and ethical conduct.
4) Gateway regularly reviews program effectiveness and has mechanisms to incorporate lessons learned into
future programs.

Whistleblower Policy
1) Staff, board members, consultants, and volunteers should report suspected illegal, fraudulent, unethical, or
dishonest conduct (i.e., to act as "whistleblower") to their supervisor, Executive Director, or Board President.
2) Gateway will investigate any suspected illegal, fraudulent, unethical, or dishonest conduct by staff, board
members, consultants, or volunteers.

Use Of Company and Personal Vehicles Policy
1) Gateway will review employees' Motor Vehicle Driving Records when determining employee eligibility to
operate a vehicle while conducting company business.
2) Gateway vehicles may only be used by approved Gateway employees for authorized business purposes.
Gateway's insurance covers liabilities incurred by approved drivers while operating Gateway vehicles for
authorized purposes.
3) Gateway's insurance does not provide liability coverage for employees who use their own vehicles while
conducting company business. Therefore, employees who use their personal vehicles to conduct company
business will be responsible for any liabilities incurred while operating their vehicle. An employee who
4
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chooses to transport Gateway residents in their own vehicle must maintain the minimum automobile liability
insurance required by this policy.

Organizational Structure ~ Please see Attachment
Job Duties and Responsibilities ~ Please see Attachment
Personnel Policies ~ are kept in the Main Staff Office/Nursing Station, Program Supervisor's Office, the
Clinical Director's Office, the Logistics Manager's Office, and in the Administrative Office
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PRACTICE EXERCISE FOR RESIDENT EMERGENCIES
I I Procedures for handling medical emergencies including identifying the staff person responsible for (i)
calling the rescue squad, ambulance service, resident's physician, or Poison Control Center, and (ii) providing
first aid and CPR, when indicated.
• Procedures for handling a resident with a Special Management Plan who is absent from the facility in
violation of the conditions of the Plan.
• Procedures for handling mental health emergencies such as, but not limited to, catastrophic reaction or
the need for a temporary detention order.
• Procedures for making pertinent medical information and history available to the rescue squad and
hospital, including but not limited to information on medications and any advance directives.
• Procedures to be followed in the event that a resident is missing, including but not limited to (i)
involvement of facility staff, appropriate law-enforcement agency, and others as needed; (ii) areas to be
searched; (iii) expectations upon locating the resident; and (iv) documentation of the event.
U Procedures for notifying the resident's family, legal representative, designated contact person, and any
responsible social agency.

EMERGENCY PREPAREDNESS & RESPONSE PLAN PROCEDURES
1.
2.
3.
4.
5.

Alerting emergency personnel and sounding alarms
Implementing evacuation procedures, including individuals with special needs
Using, maintaining, and operating emergency equipment
Accessing emergency medical information
Utilizing community support services.

I have engaged in the practice exercise for resident emergencies checked above and have also reviewed
the elements In the Emergency Preparedness and Response Plan described in the preceding paragraph.

Staff Signature

Date

supervisory Signature

Date

Form 440.1 Emergency Practice and Procedures

Gateway Homes, Inc
Policy and Procedures
Category: Human Resources
Title: Performance Plan & Evaluation
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12YAC 35-105-480
Number: 480
Pages: 1
Attachments:
Form 480 Performance Plan & Evaluation
Form 570 Mission, Vision, & Values

I. Purpose: The purpose of this policy is to establish procedures for establishing and evaluating
performance plans for all employees and contractors.
II. Policy: Gateway Homes will create a performance plan for each employee and contractor at
the time of hire and annually evaluate performance based upon the established plan.
III. General Guidance And Procedures:
1. Initial Performance Plans: At the time of hire, the direct supervisor will provide an employee
or contractor with a performance plan based upon the job description. The supervisor will
review the Plan with the employee or contractor and he/she will sign the Plan.
2. Annual Review: The supervisor and the employee or contractor will review and evaluate the
employee or contractor's performance annually. This evaluation will be based upon the
performance plan established at the time of hire or during the preceding evaluation.
3. Subsequent Performance Plans: Based upon the results of the evaluation of an employee's or
contractor's performance during the past year, the supervisor will modify the performance plan
for the upcoming year as needed.
4. Professional Development Goals & Training Objectives: During the annual review, the
employee or contractor is responsible for working with the supervisor to identity professional
development goals and training objectives for the upcoming year. As part of this process, the
employee and the supervisor will identify the support or resources the employee or contractor
needs from Gateway to achieve these goals and objectives. These professional development
goals and training objectives will be included in the employee's or contractor's performance
plan for the next year and the employee or contractor will be rated on the progress made toward
the professional development goals and training objectives.
5. Gateway's Mission. Vision. & Values: Gateway expects each employee and contractor to
actively contribute to the organization's mission, vision, and values in the performance of all of
duties. Each employee and contracted will be evaluated annually on his/her performance in
this area.
Performance Plan & Evaluation Page 1

PERFORMANCE PLAN & EVALUATION

GATEWAY HOMES, INC.

Employee/Contractor Name:
Job Title:
Supervisor:
Date Plan Established:

By my signature below, I hereby acknowledge that I have reviewed this Performance Plan with my supervisor
and understand that my performance evaluation for the upcoming year will be based upon this Plan.

Employee/Contractor's Signature

Date

Supervisor's Signature

Date

Key Objective/Priority: Contributes to Gateway's mission, vision, and values in the performance the key
objectives and/or priorities listed below.
Self Evaluation
Comments:

• Spectacular

Supervisor Evaluation
Comments:

• Exceeds

• Spectacular

• Good

• Exceeds

• More Expected

• Good

• Unacceptable

• More Expected

• Unacceptable

Key Objective/Priority:

Self Evaluation
Comments:

• Spectacular

Supervisor Evaluation
Comments:

Form 480

• Exceeds

• Spectacular

• Good

• Exceeds

• More Expected

• Good

• Unacceptable

• More Expected

• Unacceptable

Employee/Contractor's Name Performance Plan & Evaluation Page 1

Professional Development Goals & Training Objectives:
Support resources needed to achieve goals & objectives:
Self Evaluation
Comments:

• Spectacular

Supervisor Evaluation
Comments:

• Exceeds

• Spectacular

• Good

• Exceeds

• More Expected

• Good

• Unacceptable

• More Expected

• Unacceptable

Overall Evaluation:
Self Evaluation
Comments:

• Spectacular

Supervisor Evaluation
Comments:

• Exceeds

• Spectacular

• Good

• Exceeds

• More Expected

• Good

• Unacceptable

• More Expected

• Unacceptable

By my signature below, I hereby acknowledge that I have reviewed and discussed my self evaluation and my
supervisor's evaluation of my performance with my supervisor.

Employee/Contractor's Signature

Form 480

Date

Supervisor's Signature

Employee/Contractor's Name Performance Plan & Evaluation Page 2

Date

.

•

______

_.

_ _ _ _ _

Guided by our mission, vision, and values, our strategic plan has
three overarching goals: i 1) enhancing comtnuirity partnerships:
•' id: ensuring financial resiliency; and to) strengthening
organizational intfastrucfiire.
•

(what we do) To provide a transitional residential program for adults with mental

illness who are striving for independence,
(what we strive to achieve) To make recovery a reality for adults with mental illness

I

w-uvnvuu

(how we do what we do)

T r e a t i n g individuals w i t h s e r i o u s m e n t a l illness requires specialized a n d
compassionate care. Gateway is strongly committed to providing continuing
professional development for staff to enhance their expertise in mental health
and program effectiveness and to increase their understanding of the
individuals they support.

vv/up ; ., if ,, ? : t u ? Collaboration is a critical component of Gateway's success. We benefit our
community by sharing our expertise with others. We leverage our impact
through relationships with health planning regions, community service
boards, state hospitals, local universities and other human service agencies.
Our donors are integral partners in our mission to make recovery a reality for
persons with mental illness.

Gateway recognizes that successful treatment of serious mental illness
requires a thoughtful and person-centered approach to every situation. We
encourage staff, residents, families and community partners to bring forth
creative options for consideration to ensure successful recovery.
Charting Our Future page 1

Gateway Homes, Inc
Policy and Procedures
Category: Human Resources
Title: Students & Volunteers
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-500
Number: 500
Pages: 2
Attachments: None

I. Purpose: The purpose of this policy is to establish procedures for the use, responsibilities, and
supervision of students and volunteers.
II. Policy: Gateway is committed to providing meaningful educational experiences for students
and opportunities for volunteers to support Gateway's mission, vision, and values. Students
and volunteers will not be used in Gateway's staffing plans. Gateway will assess all volunteer
and student applicants to ensure such persons are properly qualified and appropriately trained
for their roles.
III. Definitions:
a. Direct Service Volunteers: is a person, who by her or his own volition and without
remuneration, provides services to Gateway which involve direct contact and
interaction with residents. This includes students who provide direct services to
residents as part of their educational training.
b. Other Volunteers: is a person, who by her or his own volition and without
remuneration, provides services to Gateway which does not involve direct contact or
interaction with individuals receiving services.

IV. General Guidance And Procedures
c. Direct Service Volunteers and Students:
i. The Program Manager is responsible for assessing all direct service volunteers
and students and determining the appropriateness of the match between the
individual and the needs of the program.
ii. Students and volunteers must adhere to all of the applicable policies and
procedures of Gateway Homes. Prior to assigning a student or volunteer to
provide services, the Program Manager, or designee will
1. Review and approve the educational institution's curriculum plan, and
finalize all relevant negotiations for students;
Page 1

2. Screen volunteers by checking their references and reviewing their
educational and work history;
3. Ensure a criminal background check has been completed in accordance
with Policy 400 titled Background Checks',
4. Provide the orientation required in Policy 440 titled Orientation,
Training, Retraining, & Staff Development, along with any other
policies or procedures specifically applicable to the student's or
volunteer's role;
5. Arrange for training, supervision, and evaluation; and
6. Keep the following written documentation for each volunteer: Name;
Address; Telephone number; and Emergency contact information

Volunteers For Non-direct Services:
i. The Program Manager, or designee, is responsible for
1. Assessing all non-direct service volunteers and students, determining the
appropriateness of the match between the individual volunteer and/or
agency and the needs of Gateway;
2. providing the volunteer(s) with the needed training, supervision, and
evaluation, as needed.

Students & Volunteers Page 2 of 2

Gateway Homes, Inc
Policy and Procedures
Category: Human Resources; Health,
Safetv. and Risk Management
Title: Tuberculosis Screening of Staff,
Students, and Volunteers
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-510
Number: 510
Pages: 1
Attachments: None.

I. Purpose: The purpose of this policy is to establish procedures for tuberculosis screening of
staff, volunteers, and students.
II. Policy: Gateway Homes will ensure staff, volunteers, and students having direct contact with
individuals receiving services are free of active symptoms of tuberculosis.
III. General Guidance And Procedures:
1. All new employees, volunteers, and students shall provide Gateway with a statement of
certification by a qualified provider indicating the absence of tuberculosis in a communicable
form within 30 days of hire or direct contact with individuals receiving services.
2. All employees, students, and volunteers are required to have an annual recertification indicating
the absence of tuberculosis in a communicable form.
3. Any employee, student, or volunteer who comes in contact with a known case of active
tuberculosis, or who develops symptoms of active tuberculosis of three weeks duration, must
be screened as determined appropriated based on consultation with the local health department.
4. Any employee, student, or volunteer suspected of having active tuberculosis is not permitted to
return to work or have direct contact with employees, students, volunteers, or individuals
receiving services until a physician has determined that the person is free of active tuberculosis.
5. Staff, students, or volunteers who do not comply with the requirements of this policy will not
be allowed to work.

Tuberculosis Screening Page 1

VDSS MODEL tORM - ALF

PRELIMINARY INDIVIDUALIZED SERVICE PLAN
If applicable: Medicaid #

DMAS Provider ID#_

Resident's Name:

Name of Program: Gateway Homes, Inc.

See reverse side for signatures and additional information.
Description of needs is based upon the UAI, medical reports, and any additional assessments necessary to meet the care needs of the resident.
A. If the resident lives in a building housing 19 or fewer residents, does the resident need to have a staff member awake and on duty at night? 1 Yes 1No

B.

Description of Needs
and
Date Identified

Form 660 Preliminary Individualized Services Plan

Services to be Provided

Persons
Who will Provide
Services

When and Where
Services will be
Provided

Expected Outcomes/Goals
(Include Time Frames)

Resident's Name:
B.

Description of Needs
and
Date Identified

Services to be Provided

Persons
Who will Provide
Services

When and Where
Services will be
Provided

Expected Outcomes/Goals
(Include Time Frames)

SIGNATURES:
Staff Person Who Completed Plan

Date Plan Completed

Licensed Health Care Professional (630.J)
(For Assisted Living Care Residents)

Date

Resident

Other, if any, Involved in Development of Plan
(Specify Title/Relationship)

Date
Date

PLAN REVIEW/MODIFICATIONS
NOTE: Changes in plan should be initialed by staff person making change, resident, and for assisted living care residents, licensed health care professional
(630.J).

Staff Person Designated to Review, Monitor, Ensure Implementation, and Make Appropriate Modifications to Plan:
Dates Implementation Monitored and Initials:
SIGNATURES:

Staff Person Who Completed Plan Review

Form 660 Preliminary Individualized Services Plan

Date

Staff Person Who Completed Plan Review

Date

Gateway Homes, Inc
Policy and Procedures
Category: Treatment
Title: Assessment
Issued: June 1988
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-650
Number: 650
Pages: 1
Attachments:
Form 650.1 Admissions Assessment (on Lauris)
Form 650.2 Annual Assessment (on Lauris)

I. Purpose: The purpose of this policy is to establish procedures for conducting assessments of
individuals receiving services.
II. Policy: Gateway Homes will conduct a preliminary assessment prior to admission, a full
assessment within 30 days of admission, and a re-assessment whenever indicated, or no less
frequently than annually for all individuals receiving services.
III. General Guidance And Procedures:
a. Prel iminary Assessment: The Manager of Benefits and Quality Improvement, or
designee, will complete a preliminary assessment during the applicant screening process
using Form 650 Preliminary Assessment.
b. Previous Assessments/Other Provider Records: At the time of the applicant screening
process, the screener will identify other assessments or provider records which could
assist with Gateway's assessment process. The Clinical Director, or designee, will
request authorization from the applicant to obtain such records, and when approved,
request those records from other providers.
c. Full Assessment: The Assistant Clinical Director will update and finalize the full
admission assessment within 48 hours of admission and prior to the completion of the
individualized services plan. The QMHP will complete the final assessment using
Form 650.1 Assessment.
d. Re-Assessment: The Assistant Clinical Director will assign a QMHP to conduct a
reassessment whenever indicated and at least annually. The QMHP will complete the
annual reassessment using Form 650.2 Annual Assessment.

Gateway Homes, Inc
Policy and Procedures
Category: Treatment
Title: Individualized Services Plans
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-660
Number: 660
Pages: 1
Attachments:
Form 660 Preliminary Individualized Services Plan
Form 660.1 Individualized Services Plan (on Lauris)
Form 660.2 Individualized Services Plan Review (on
Lauris)

L Purpose: The purpose of this policy is to establish procedures for individualized services plans
(ISP).
II. Policy: Gateway Homes will develop a preliminary individualized services plan (ISP) within
24 hours of admission, a Ml plan within 30 days of admission, and conduct a quarterly review
of the plan on an ongoing basis.
III. General Guidance And Procedures:
a. Preliminary TSP: The Manager of Benefits and Quality Improvement, or designee will
complete a preliminary ISP within 24 hours of admission using the information
obtained on Form 650 Preliminary Assessment. The preliminary ISP will be completed
using Form 660 Preliminary Individualized Services Plan and this Plan will be in effect
until a Ml ISP is developed .
b. Full ISP: The Assistant Clinical Director will assign a QMHP to complete a Ml ISP
within 48 hours of admission. The Ml ISP will be completed using Form 660.1
Individualized Services Plan. The QMHP will include the individual, his/her family,
and legally authorized decision maker in the development of the ISP.
c.

The Psychosocial Rehabilitation Manager will assign a QMHP to conduct a
review of the ISP every quarter (90 days) and evaluate the individual's progress toward
meeting the plan's objectives using Form 650.2 Individualized Services Plan Review.
The goals, objectives, and interventions will be updated as indicated. The QMHP will
include the individual, his/her family, and legally authorized decision maker in the
review of the ISP.
ISP Review:

DSS MODEL x v..M - ALF

PRELIMINARY INDIVIDUALIZED SERVICE PLAN
If applicable: Medicaid #
DMAS Provider ID#

Resident's Name:

Name of Program:

Gateway Homes, Inc.

lee reverse side for signatures and additional information.

description of needs is based upon the UAI, medical reports, and any additional assessments necessary to meet the care needs of the resident.
A. If the resident lives in a building housing 19 or fewer residents, does the resident need to have a staff member awake and on duty at night? I Yes

B.

7arm

Description of Needs
and
Date Identified

660 Preliminary Individualized Services Plan

Services to be Provided

Persons
Who will Provide
Services

When and Where
Services will be
Provided

t No

Expected Outcomes/Goals
(Include Time Frames)

Resident's
B.

jme:

Description of Needs
and
Date Identified

Services to be Provided

Persons
Who will Provide
Services

When and Where
Services will be
Provided

Expected Outcomes/Goals
(Include Time Frames)

ii
SIGNATURES:
Staff Person Who Completed Plan

Date Plan Completed

Licensed Health Care Professional (630.J)
(For Assisted Living Care Residents)

Date

Resident

Other, if any, Involved in Development of Plan
(Specify Title/Relationship)

Date
Date

PLAN REVIEW/MODIFICATIONS
NOTE: Changes in plan should be initialed by staff person making change, resident, and for assisted living care residents, licensed health care professional
t630.J).
Staff Person Designated to Review, Monitor, Ensure Implementation, and Make Appropriate Modifications to Plan:
Dates Implementation Monitored and Initials:
SIGNATURES:

Staff Person Who Completed Plan Review

Form 660 Preliminary Individualized Services Plan

Date

Staff Person Who Completed Plan Review

Date

G ateway Homes, Inc
Pol icy and Procedures
Reference: 12YAC 35-105-690
Number: 690
Pages: 3
Attachments:
Form 160.C.1 DBHDS Rights
Form 160.C.3 DBHDS Human Rights Poster
Form 160.C.5 Complaint Resolution
Form 160.C.7 Service Guidelines
Form 690 Orientation Checklist (on Lauris)
Form 690.1 Free Choice Of Providers/Right To Appeal
(on Lauris)

Category: Treatment
Title: Orientation To Services
Issued: June 2004
Revised: June 2011; December
2013; April, 2014

I. Purpose: The purpose of this policy is to establish procedures for orienting individuals and thenauthorized representatives to services.
II. Policy: Gateway Homes will provide timely and comprehensive orientation to services for all
individuals and their legally authorized representatives.
III. General Guidance And Procedures:
a. Gateway's Assistant Clinical Director and Psychosocial Rehabilitation Manager, or designee,
will assign a staff member to orient individuals and their legally authorized representatives. The
orientation will occur during the admission intake and signed documentation of the orientation
will be maintained in the individual's services record.
b. At a minimum, the orientation will include staff elaboration on following elements:
i. Mission: Gateway's mission is to provide residential programs for adults with mental
illness who are striving for independence.
ii. Confidentiality: Gateway will not disclose confidential treatment information unless the
individual or his/her authorized representative provides consent for the disclosure, there
is a need for emergency treatment necessitating the sharing of confidential information,
or there is a court order requiring such a disclosure.
iii. Human Rights: The individual will be provided with Forrnl60.C.1 DBHDS Rights for
individuals in programs licensed by the Department of Behavioral Health and Disability
Services, and shown the posters on the bulletin boards with the names and contract
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information for the regional advocate, adult protective services, ombudsman, and
Virginia Office of Protection and Advocacy.
i. Participation In Treatment & Discharge Planning: The individual's and authorized
representative's participation in treatment and discharge planning is a basic right and core
component of Gateway's treatment philosophy. A comprehensive individualized service
plan is developed within 30 days in collaboration with the individual and the authorized
representative and reviewed every 90 days. The individual will be encouraged to
exercise the same right and same level of involvement in discharge planning.
ii. Fire Safety & Emergency Preparedness: Fire drills and evacuation routes will be
reviewed along with basic emergency preparedness and response plan procedures
including:
1. Alerting emergency personnel and sounding alarms;
2. Implementing evacuation procedures;
3. Using and operating emergency equipment;
4. Accessing emergency medical information; and
5. Utilizing community support services.
b. Grievance Procedure: In accordance with Policy 160 Human Rights, all Staff are responsible for
promptly responding to residents' concerns and attempting to resolve them in a timely manner.
If a resident expresses dissatisfaction with the staff member's response, the staff will provide the
individual with Form 160.1 Complaint Resolution, provide any needed assistance to complete
the Form, and ensure the Form is given to the Manager of Benefits and Quality Improvement.
The Manager of Benefits and Quality Improvement, or designee, will meet with the resident in
person and attempt to resolve the complaint to the resident's satisfaction. If the complaint is not
resolved within five days, the complaint form shall be forwarded to Human Rights through
CHRIS. The Manager of Benefits and Quality Improvement will notify the Regional Advocate
and meet with the individual within 24 hours or the next working day to resolve the matter. The
Executive Director will provide the resident with a written plan of action within 10 days
including notice to the individual (a) of the appeals process, (b) on how to contact the advocate;
and (c) that the complaint will be closed if the individual does not respond.
c.

Service Guidelines: The individual and authorized representative will receive a copy of 160.2
Service Guidelines, have an opportunity to review them, ask questions, and affix their signature
indicating this review has occurred.

d. Choice Of Providers: The individual and authorized representative will be informed that they
have free choice of providers of mental health services and other medical care and notified of the
right to appeal and fair hearing for Medicaid Services. The individual and/or authorized
representative will be asked to sign Form 690.1 Free Choice Of Providers And Right To Appeal.
e. Physical Plant & Building Lav-Out: The individual and authorized representative will be
provided with a tour of the facility and be oriented to the lay-out of all of the building(s).
Orientation To Services Page 2

Hours And Days Of Operation:
Supportive Living Center: 24 hour per day, 7 days per week
Supported Apartment Programs: 7 AM to 9 PM, 7 days per week with on call support.
Mental Health Support Services: as determined by the Individual Services Plan.
Psychosocial Rehabilitation Services: as determined by the Individual Services Plan.
Outpatient Services: as determined by the Individual Services Plan.
Availability Of After-Hours Services: After-hour services are available for individuals who are not in 24 hour
programs.
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DBHDS Rights For Gateway Residents
VA CODE § 37.2-400. Rights of consumers
A. Each person who is a consumer in a hospital, training center, other facility, or program operated, funded, or
licensed by the Department, excluding those operated by the Department of Corrections, shall be assured his
legal rights and care consistent with basic human dignity insofar as it is within the reasonable capabilities and
limitations of the Department, funded program, or licensee and is consistent with sound therapeutic treatment.
Each person admitted to a hospital, training center, other facility, or program operated, funded, or licensed by
the Department shall:
1. Retain his legal rights as provided by state and federal law;
2. Receive prompt evaluation and treatment or training about which he is informed insofar as he is capable of
understanding;
.
3. Be treated with dignity as a human being and be free from abuse or neglect;
4. Not be the subject of experimental or investigational research without his prior written and informed consent
or that of his legally authorized representative;
5. Be afforded an opportunity to have access to consultation with a private physician at his own expense and,, in
the case of hazardous treatment or irreversible surgical procedures, have, upon request, an impartial review
prior to implementation, except in case of emergency procedures required for the preservation of his health;
J. Be treated under the least restrictive conditions consistent with his condition and not be subjected to
unnecessary physical restraint and isolation;
7. Be allowed to send and receive sealed letter mail;
8. Have access to his medical and clinical treatment, training, or habilitation records and be assured of their
confidentiality but, notwithstanding other provisions of law, this right shall be limited to access consistent with
his condition and sound therapeutic treatment;
9. Have the right to an impartial review of violations of the rights assured under this section and the right of
access to legal counsel; and
10. Be afforded appropriate opportunities, consistent with the person's capabilities and capacity, to participate in
the development and implementation of his individualized services plan.
I,
, have received and reviewed a copy of the Rights of Consumers. I have been
provided the opportunity to receive clarification and or further detail. I have also been informed of and
understand the rules of the Gateway Homes as they relate to these rights and responsibilities.

'Resident's Signature)

Form 160.C.1 DBHDS Rights

Date

(Witness' Signature)

IT IS YOUR

RIGHT
•Mo be treated with dignity and respect;
•Mo be told about your treatment;
•Mo have a say in your treatment;
•Mo speak to others in private;
•Mo have your complaints resolved;
•Mo say what you prefer;
•Mo ask questions and be told about your rights;
•Mo get help with your rights.

If you Have

questions or need fief, see the program, contact person ortHe Human rigHts advocate:

Program contact person:
Human rights advocate:

160.C.3 DBHDS Human Rights Poster

, 1-888-207-2961

Resident Complaint Resolution
Part A (to be completed by resident)
Date of Complaint:

/

/

Resident Name: _

Description Of Complaint:

Resident's Signature

Part B (to be completed by Clinical Director)
Description Of Attempts To Resolve Complaint:

Clinical Director's Signature
Date Resolved:

/

/

(if unresolved, at day 5, the complaint must be referred to the ED)

Date Referred to Executive Director:

/

/

Part C (to be completed by Executive Director)
Date Advocate Notified:

/

/

Date of Written Preliminary Decision:

Date of Meeting with Resident:
/

/

Date Action Plan Provided:

Date of Notice On How To Respond & Contact Advocate:
Form 160.5 Complaint Resolution

/

/

/

/
/

/

Gateway Homes, Inc.

Service Guidelines
The following behaviors may result in immediate dismissal from Gateway Homes.
1. The use of alcohol or drugs;
2. Possession of weapons of any type;
3. Threatening or engaging in physical harm toward others;
4. Destruction of property; and
5. Engaging in illegal activities that violate local, state, or federal laws.
All residents are expected to adhere to the following code of conduct.
1.

Conduct themselves respectful manner at all times including:
a. Using only their own personal property and not stealing from others;
b. Wearing appropriate attire outside of the bedroom;
c. Engaging in physical intimacy and sexual behavior only in private places;
d. Being courteous toward others, limiting profanity to private conversations, and
maintaining an appropriate level of noise when talking.

2. Keeping bedrooms, common areas, and apartments clean and sanitary.
3. Actively participating in treatment and working toward the goal of recovery and independence
by:
a. Taking medications as prescribed by the doctor;
b. Completing chores and assignments that are part of the program;
c. Participating in scheduled activities; and
d. Attending community meetings.
4. Following safety guidelines including
a. Adhering to the nonsmoking policy for the house and grounds;
b. Not using candles or other flammable materials;
c. Adhering to the curfew times posted for the program;
d. Signing out when leaving the grounds; and
e. Asking visitors to sign in when they arrive at the house.

I, the undersigned, have read Gateway's Service Guidelines, understand them, and had an opportunity
to ask questions about them. By signing below, I agree to abide by these Guidelines.

Individual's Signature

Date

Staff Witness

Date

Form 160 C.7 Service Guidelines

Gateway Homes, Inc
Policy and Procedures
Category: Treatment
Title: Crisis Intervention And
Emergencies
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-700 & 710
Number: 700/710
Pages: 2
Attachments:
Form 540 B Emergency Preparedness Numbers
Form 520.1/710/800 Crisis Intervention &
Serious Incident Report
Form 750.1/770 Medication Record (example)
Form 890A Face Sheet (on Lauris)

I. Purpose: The purpose of this policy is to establish procedures for handling a crisis or an
emergency.
II. Policy: Gateway Homes will provide prompt intervention for crisis or emergencies at any time
during screening, admission, and service provision and document the provision of crisis
intervention and emergency services.
III. General Guidance And Procedures:
a. Definition:
i. Crisis means any situation which carries of a high risk of harm to individuals
receiving services and/or to staff and which requires immediate staff
intervention to ameliorate and resolve. Examples include such things as
residents engaging in a verbal altercation and threatening physical violence to
each other or individuals placing themselves at risk of immediate and serious
injury due to impulsive behavior and poor judgment.
ii. Clinical Emergency means any medical or clinical condition which requires
immediate staff intervention and specialized treatment services. A medical
emergency includes such things as choking, cessation of breathing, seizures,
adverse reaction to medications, or an acute exacerbation of any chronic medical
condition such as diabetes. A clinical emergency includes such things as an
individual experiencing an acute exacerbation of symptoms or behaviors which
could result in self harm or violence toward others, or exceeds the ability of the
program to safely treat and monitor.
b. Procedures:
i. Proactive Identification: All staff are responsible for proactively identifying
potential crisis and clinical emergencies and providing prompt intervention.

ii. Intervention: All staff members on site are responsible for assisting in, diffusing
and, managing crisis and clinical emergencies. Staff members are expected to
use sound clinical judgment and common sense in the management of these
situations. This includes such things as:
1. removing other residents from the area;
2. contacting 911 to request emergency medical or law enforcement
assistance for such things as seizures, behavior which carries a
significant risk for harm, loss of consciousness, respiratory distress, and
etc;
3. providing First Aid for relatively minor medical care needs such as band
aids for minor scratches or lacerations, cold compresses for minor
bruises, and prescribed over-the-counter medications for low-grade
fevers;
4. administering CPR as indicated;
5. seeking emergency consultation and/or pre-screenings from CSB
Emergency Services; and/or
6. any other actions that are warranted by the situation at hand.
iii. Community Service Providers: Staff will use the Form 890A Face Sheet to
obtain contact information for the individual's medical, psychiatric, and other
healthcare providers. Staff will use Form 540B Emergency Preparedness
Numbers to contact needed emergency medical, clinical, or law enforcement
assistance.
Location Of Emergency Medical Information: The staff will access the Form 890A
Face Sheet and Form 750.1/770 Medication Record in the electronic medical record for
medical information and communicate the information needed by community
emergency service providers to conduct emergency assessments and treatment.
Documentation: The staff member providing the intervention(s) is responsible for
completing Form 520.1/710/800 Crisis Intervention & Serious Incident Report.
Reporting The Event or Incident: The staff member providing the crisis intervention
services is responsible for following all of the documentation and notification
requirements for significant events or serious incidents outlined in Policy 520 Risk
Management and Policy 160 on Human Rights. This includes notification of the
Authorized Representative, if applicable.
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Emergency Preparedness Numbers
Fire: 911 or (804) 748-1360
Police: 911 or non-emergency at (804) 748-1251
Poison Control: 1-800-222-1222
Nearest Hospitals:

Southside Regional- 765-5000;
Poplar Springs- 733-6874;
Bon Secours St. Mary's Hospital- 285-2011;
Tucker's Pavilion Intake- 323-8846;
CJW Medical Center- 320-3911;
John Randolph Medical Center- 541-1600;
Henrico Doctor's Hospital- Parham- 747-5600;
Bon Secours Richmond Community- 225-1700;
Bon Secours St. Francis- 594-7300
Ambulance Service: Non-emergency- 748-1251
Rescue Squad: 911 or 748-1360
Administrators' Cell Phones:

Executive and Clinical Director: Lynda Hyatt (804) 767-0292
Eddie Bailey (804) 536-3666
Molly Bowles (804) 712-4133
Melissa Stiltoner (804) 712-4058

Form 540B Emergency Preparedness Numbers

CRISIS INTERVENTION & SERIOUS INCIDENT REPORT
Individual's Name:

Date:

Time:

Nature of Crisis/Emergency/Incident:

Precipitating Factors:

Treatment or Interventions Provided:

Outcome (including severity of injuries if any):

Employees or Contractors Involved:

Notifications Made To:

Name & Signature

Date

Review Of Crisis Intervention/Serious Incident
Findings And Recommended Corrective Action (if any):

Name, Signature, Title of person reviewing report

Form 520/7.10/800 Crisis Intervention & Serious Incident Report

Date

Medication record

Birth Date

Medication Name

Dosage

Form 750.17770 Medication Record

Frequency

Order Date

Expire Date

Prescribed by:

Social Security Number

Prescribed for:

Date of Lab For Clozaril

Gateway Homes, Inc
Policy and Procedures
Category: Treatment
Title: Behavior Management
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-800 through 840
Number: 800
Pages: 2
Attachments:
Form 520.1/710/800 Crisis Intervention Serious
Incident Report

I. Purpose: The purpose of this policy is to establish procedures for behavioral management
techniques.
II. Policy: Gateway Homes believes in empowering individuals to manage their behaviors in a
safe and responsible manner. Our services focus on positive approaches to managing behavior
and using the least intrusive and restrictive approach when protecting the safety and well-being
of individuals receiving services.
III. General Guidance And Procedures:
a. Laws and Regulations: Gateway's behavioral management techniques will be
consistent with all applicable laws, regulations, and human rights policies.
b. Individual Empowerment: Behavioral management techniques will use positive
approaches, include the individual's input and preferences whenever possible, and focus
on empowering the individual to manage behaviors in a safe and responsible manner.
c. Behavior Management Techniques: Gateway employees and contractors will use
techniques and approaches.
i. The Therapeutic Options of Virginia (TOVA) when managing behaviors. No
other behavioral management techniques shall be used.
ii. A behavioral management approach taught by TOVA which focuses on the
therapeutic relationship, managing and modifying the physical environment and
stressors to the greatest extent possible, and assisting the individual with
identifying and using alternative repertoires of adaptive skills and behaviors.
iii. The physical techniques taught by TOVA only when all other interventions have
been tried and been proven unsuccessful, or when necessary to protect the safety
and well-being of individuals receiving services.

d. Protection of Safety And Well Being: Employees and contractors will protect the safety
and well being of individuals receiving services using the least intrusive and restrictive
interventions possible with the TOVA techniques.

e. Behavioral Treatment Plan: A behavioral treatment plan may be developed and
approved by the Clinical Director in response to behavioral needs identified through the
assessment process. A behavioral plan may include restrictions only if has been
developed according to the procedures outlined in the Human Rights regulations.
Behavioral treatment shall be developed, implemented and monitored by the Clinical
Director who has been trained in behavioral treatment.
f. Seclusion. Restraint- And Time-Out: Gateway will not use seclusion, restraint, or time
out as behavioral management techniques or for any other reason.
g. Documenting The Use of Behavior Management Techniques: Any employee or
contractor who uses a physical behavioral management technique will
i. Document the date and time the techniques were used, what other interventions
were used to de-escalate and stabilize the situation, and the outcome;
ii. Document the event on Form 680 Treatment Note in the individual's service
record;
iii. Follow the procedures in Policy 520 Risk Management for handling serious
incidents.
h. Development, Implementation. And Monitoring The Use Of Techniques:
i. Gateway will only use techniques approved by the Department of Behavioral
Health and Developmental Services such as TOVA.
ii. Staff will receive training in TOYA on the first scheduled training date after the
date of hire and annually thereafter.
iii. The Manager of Benefits and Quality Improvement will review the ongoing
implementation of TOYA through shift reports and review of the individual's
services record. The policies and procedures set forth in Policy 520 Risk
Management will govern the review of any serious incidents that occur during
the use of behavioral management techniques.
i. Disclosure of Techniques: Gateway's behavior management policy and procedures will
be provided individuals, their families and authorized representatives, guardians, and
advocates upon request.

Behavioral Management Techniques Page 2 of 2

CRISIS INTERVENTION & SERIOUS INCIDENT REPORT
individual's Name:

Date:

Time:

Nature of Crisis/Emergency/Incident:

Precipitating Factors:

Treatment or Interventions Provided:

Outcome (including severity of injuries if any):

Employees or Contractors Involved:

Notifications Made To:

Name & Signature

Date

Review Of Crisis Intervention/Serious Incident
Findings And Recommended Corrective Action (if any):

Name, Signature, Title of person reviewing report

Form 520/710/800 Crisis Intervention & Serious Incident Report

Date

Gateway Homes, Inc
Policy and Procedures
Category: Treatment
Title: Creating, Documenting In,
& Storing Individual Services
Records
Issued: June 2004
Revised: June 2011; December
2013; April, 2014

Reference: 12VAC 35-105-680, 880, 890, 900, 910
Number: 680 / 880 / 890 / 900 / 910

Pages: 3
Attachments:
Form 630 Application for Admission
Form 890A Face Sheet (on Lauris)
Form 650 Preliminary Assessment
Form 650.1 Assessment (on Lauris)
Form 650.2 Annual Assessment (on Lauris)
Form 740 Physical Examination
Form 740.1 Report of TB Screening
Form 660 Preliminary Individualized Services Plan
Form 660.1 Individualized Services Plan (on Lauris)
Form660.2 Individualized Services Plan Review (on
Lauris)
Form 680.1 Progress Note
Form 680 Treatment Note
Form 680.2 Non-Billable Treatment Note

I. Purpose: The purpose of this policy is to establish procedures for creating, storing, retaining, and
documenting in an individual's services record.
II. Policy: Gateway Homes will create and retain services record for each individual receiving services
which supports appropriate service planning, coordination, and accountability. Gateway will use signed
treatment and progress notes to document services provided and the outcomes of individualized services
plans. Records will be stored in a secure manner and accessed only by authorized individuals.
III. General Guidance And Procedures For Creating Records:
a. Creating Service Records: The Director of Admissions will initiate a separate service record for
each applicant and individual receiving services.
b. Service Records For Applicants: The Director of Admissions will establish a manila folder for
each applicant. The folder will contain at a minimum Form 630 Application for Admission.
i. When an applicant is admitted, the Director of Admissions, or assigned case manager,
will scan Form 630 Application into the medical record and shred the paper copies.
it If an applicant is not admitted, the Director of Admissions will maintain Form 630
Application in a secure area in the Director of Admissions' Office for two years.
Individual Service Records Page 1 of 3

c. Service Record For Individuals Receiving Services:
i. Unique Identification Number: The Director of Admissions, or designated case manager,
will assign a unique identification number and create a separate service record for the
individual receiving services.
ii. Service Record: will, at a minimum, contain the following documents.
1. Form 890A Face Sheet which will contain, at a minimum: the name of the
individual; current residence; social security number; gender; marital status; date
of birth; name of legal guardian or authorized representative, if applicable; name,
address, and telephone number of emergency contact; adjudicated legal
incompetency or legal incapacity, if applicable; and date of admission to service.
2. Assessments including Form 650 Preliminary Assessment, Form 650.1
Assessment, and when required Form 650.2 Annual Assessment.
3. Medical Evaluations including Form 740 Physical Examination and From 740.1
Report of TB Screening.
4. Individualized Services Plans and Reviews as documented on Form 660
Preliminary Individualized Services Plan, Form 660.1 Individualized Services
Plan, and 660.2 Individualized Services Plan Review.5. Treatment Notes documented on Form 680 Treatment Note for all individuals
receiving mental health support services.
6. Nonbillable services such as case management will be documented on Form 680.2
Nonbillable Treatment Note.
7. Transfer Summary, if applicable on Form 850 Transfer Summary.
8. Discharge Summary, if applicable on Form 860 Discharge Summary.
IV. General Guidance And Procedures For Storing, Securing, And Documenting In Service Records:
a. Storage, Security And Access Of Service Records:
i. Electronic: Individual services records are electronic and maintained securely through a
web-based service, Lauris, provided by contract with Integrated Imaging. Records can
only be accessed with an authorized user identification number and password. Each staff
member, contractor, student, or volunteer authorized to access records by the Clinical
Director will be given a unique user identification number and password linked to his or
her signature. The user identification number and password may not be shared with
anyone
ii. Paper: Gateway maintains all closed paper individual services records in a locked area.
Only staff, contractors, students, or volunteers authorized by the Clinical Director, or
designee, will have access to the locked area containing closed paper service records.
b. Updating Service Records: Staff assigned to an individual receiving services are responsible for
delivering and coordinating services consistent with the individualized services plan and
documenting the provision and outcome of such services in a timely manner as outlined below:
i. Supervision In A Group Home: Assigned staff will complete Form 680.1 Progress Note
at the end of the shift and prior to leaving the facility.
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ii. Mental Health Skills Building Services: Assigned staff will complete Form 680
Treatment Note within 10 days of providing the service.
iii. NonBillable Services: Staff will complete Form 680.2 NonBillable Treatment Note
within 10 days of providing the service.
c. Entries In Service Records:
i. All entries shall be current and made within the time frame described above for each
entry and dated and signed by the person delivering the service.
ii. Entry errors in an electronic record shall be made by creating a new, corrected document
and sending the document with the error to the Clinical Director, or designee, for review
and deletion, if appropriate.
iii. Entry errors in a paper record shall be corrected by striking through the error and
initialing and dating the strike-through.
V. General Guidance And Procedures For Retaining Service Records:
a. Electronic Records: A complete electronic record will be maintained for a minimum of ten years
after discharge. The permanent information kept on each individual shall include the
individual's name, date of birth, social security number, dates of service, and legal guardian.
The remainder of the information will be deleted.
b. Paper Records: A complete record shall be kept on-site in a secure area for a minimum of ten
years after discharge. The permanent information kept on each individual shall include the
individual's name, date of birth, social security number, dates of service, and legal guardian.
The remainder of the information will be shredded.
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Gateway Homes, Inc
APPLICATION FOR ADMISSION FOR GATEWAY HOMES-Supported Living
Program
Mail completed applications to: Molly Bowles, Gateway Homes,
PO Box 460, Chesterfield VA 23832

Date:

Date of Gateway Tour:

NAME:

,
(Last)

(First)

(Middle)

ADDRESS:_
CITY:

STATE:

PHONE NUMBER:,
GENDER (circle one):

ZIP:

SOCIAL SECURITY #
Male

Female

MARITAL STATUS (circle one): Single/Never Married
Separated

Divorced
Widowed

ETHNICITY (circle one):

Caucasian (White)
Native American
Other

AGE:

African-American
Asian
Hispanic
BIRTHDATE:

BIRTHPLACE:
Current Residency:

Married

,
County
City:
State:

HOW DID YOU HEAR ABOUT GATEWAY HOMES?

OPPORTUNITY

Page 1 of 8
Form: April 2014

Clinical Information
1. Current Diagnosis:

2.

Current Medications:

3. Do you believe that you have a mental illness now and need to take
medications?
Yes
4.

No

Psychiatric History including age at onset and hospitalizations:

5. Past outpatient treatment history:

6.

Please check all the symptoms that you have previously experienced:
No
Auditory/visual hallucinations _ Yes
No
Delusional thought processes _ Yes
No
Yes
Depressed mood
No
_ Yes
Mania
No
_ Yes
Anxiety
_
No
_
Yes
Obsessions/Compulsions
No
_ Yes
Eating-disordered behaviors

7.

Have you ever attempted suicide?
Yes
_ No
If so, when and by what means?_

Page 2 of 8
Form: April 2014

8.

Have you ever ei iged in self-harm behaviors (e.g.
head banging, etc.)
Yes
No

elf-cutting, burning,

Have you ever engaged in physical or verbal aggression towards others?
If so, please explain
9.

List any history of substance use including the type of substance, amount
and date last used:

10. List any current medical conditions:

11. List any operations or surgeries that your have had including dates:

12. Have you experienced:
a. Seizures
b. Fainting spells
c. Head injury

Yes
Yes
Yes

_ No
_ No
No

Daily Living
1a. What is your current living situation? (Please check one)
_ State hospital
_ With family
_ Community/Private Hospital
_ Homeless
_ Group Home
_ Other
_ Independent in an apartment/house
Page 3 of 8
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b. How long have you . an in your current living situation (Please check one)
_ less than 1 month
_ 6 months B one year
1-6 months
_ more than one year
2. How many different places have you lived during the past year?
3a. Have you ever lived independently?
_ Yes
_ No
b. If Yes, what was the longest time you lived independently?
_ less than 1 month
_ 6 months B one year
1-6 months
_ more than one year
4. Please describe difficulties that you had while living independently or what
has prevented you from living independently.

5. Please check all of the activities that you are able to complete independently
and without assistance from others;
_ meal preparation
_ personal hygiene
_ housekeeping
_ personal finance/budgeting
_ medication administration
h

Educational/Vocational/Social
1.

What is the highest grade you completed?

2.

Did you attend special education classes?

Yes

No

If Yes, what type?

3.

Have you ever served in the Armed Forces?
If Yes, list branch and dates of services:

4.

List employment held and dates:

Yes

No
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5.

What are your hobbies, interests, special talents?

6.

Describe your strengths and perceived limitations:

Legal
1.

Have you ever incurred legal charges?

Yes

No

If Yes, please describe and give dates charges incurred:

2 . Have you ever physically assaulted someone?
Yes
No

If Yes, please describe any physical altercations you have had, including the
date, what started it, and the
result:

3. Have you ever engaged in destruction of property?
Yes
No

Page 5 of 8
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If Yes, please describe the incident(s), including the date and the
result:

4. Have you ever been accused of, charged with, or convicted of a sexual
offense?
_ Yes
_ No
5. Are you subject to a lifetime sex offender registration requirement in any
state?
Yes
No

6. Do you have an advanced directive?

Yes

7. Are you an NGRI?
Yes
Who is your hospital liaison?

No

8. Are you on Probation or Parole?
Yes
If so, how long are you under supervision?

No

No

Who is your direct contact for Probation or Parole?
Name:

Phone:

FUTURE GOALS
1.

2.

Why do you want to come to GW:

What do you hope for yourself for the future?

Page 6 of 8
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3.
Please use this c ice to let the clinical team know
about you that you would like to share:

y other information

CONTACT INFORMATION
1.

DESIGNATED CONTACT NAME :

CONTACT ADDRESS:
CITY:

STATE:

ZIP:

STATE:

ZIP:

CONTACT PHONE NUMBER:
2.

NEXT OF KIN - NAME:

CONTACT ADDRESS:
CITY:
CONTACT PHONE NUMBER:
4.

CASE MANAGER - NAME:

CONTACT ADDRESS:

;

CITY:

STATE:

ZIP: _

CONTACT PHONE NUMBER:
5.

PERSONAL PHYSICIAN - NAME:

CONTACT ADDRESS:
CITY:

STATE:

ZIP: _

CONTACT PHONE NUMBER:
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FINANCIAL 1NFORH TION
Medicaid Number:
Your sources of income:

Medicare Number:
Monthly amounts of income:

SSI, SSDI, SSA
Auxiliary Grant

Who is payee for benefits
Who is your Gaurdian or Conservator?.

Employment
Allowance
Payments from insurance companies
Military I Veterans Benefits
Food Stamps
Any Other Income
VALUE

YEARLY INTEREST

Checking Account
Savings Account
Certificate of Deposit
Money Market Accounts
Treasury Bills
Stocks, bonds
Retirement or pension
Annuities
Personal Property held as an investment
Other
Have you received any lump sum payments during this past year, such as inheritances, insurance
settlements, etc.?
YES
NO
Have you disposed of any assets for less than fair market value in the last two years?
Are you the owner of any Life Insurance policies with a cash-in value?
Are you the beneficiary of a Trust Fund?
from this trust yearly?

YES

NO

YES

YES

NO

NO

If so, how much income do you receive

IN ORDER FOR THIS APPLICATION TO BE COMPLETE AND CONSIDERED FOR
APPROVAL, ONE OF THE FOLLOWING THREE DOCUMENTS MUST BE INCLUDED:
1.
a) Letter from the Social Security Administration determining the
applicant's disability OR statement from Social Security Administration
stating current benefit(s);
b) Proof of Medicaid enrollment or proof that application has been made;
2.
Documentation from public agency of service agreement; or
3.
Statement from applicant and/or family stating that full cost will be paid
out of pocket.

*While a resident of Gateway, I agree that Gateway will serve as my
representative payee for my social security benefits.
I certify that the information provided for this application is complete and accurate.
Signature of Applicant:

Date:
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Form: April 2014

PRELIMINARY ASSESSMENT
For Psychosocial & Mental Health Support Services
t

Applicant's Name

Date of Birth

DEMOGRAPHIC INFORMATION
Please refer to the attached Application dated

for demographic and emergency contact information.

HEALTHCARE INFORMATION
Please refer to the attached Application dated
REASON

Social Security Number

for healthcare provider information.

FOR ADMISSION (In resident's words):

SUMMARY OF PSYCHIATRIC HISTORY (including onset & duration of problems and psychiatric
and support needs)

Diagnoses from last treatment provider/agency:
Axis I:
,
Axis 11:
Axis III:
Axis IV:
Axis V:
Medications as reported by applicant:

SUBSTANCE ABUSE HISTORY (past and current including co-occurring mental health and substance abuse
disorders)

MEDICAL & HEALTH HISTORY (including allergies)

FAMILY, SOCIAL, & DEVELOPMENTAL HISTORY (including current supports)

EMPLOYMENT & EDUCATIONAL HISTORY

EGAL HISTORY
Form 650 Preliminary Assessment

FINANCIAL & INSURANCE INFORMATION:

HOUSING ARRANGEMENTS
DAILY LIVING SKILLS

AT RISK BEHAVIORS TO SELF AND OTHERS

CLINICAL FORMULATION

Face-to-face assessment completed by:

Name & Signature of QMHP

Date

Assessment approved by:

Name & Signature of LMHP

Form 650 Preliminary Assessment

Date

Gateway Homes, Inc
Poliey and Procedures
Category: Treatment
Title: Prevocational Services
Issued: September 2011
Revised: December 2013; April, 2014

Reference:
Number: 10
Pages: 2
Attachments: 10.1 Prevocational Service
Application; 10.2 Prevocational Service
Agreement

I. Purpose: The purpose of this policy is to establish procedures for providing prevocational
services for clients.
II. Policy: In keeping with its mission of helping individuals live as independently as possible,
Gateway Homes will provide prevocational services for clients to acquire basic employment
skills.
III. General Guidance And Procedures:
1. Prevocational Services:
i)
Opportunities for prevocational services are contingent upon the availability of tasks
which: (a) match the skill sets residents need to develop; (b) provide meaningful and
therapeutic learning opportunities; and (c) allow staff to provide appropriate support
services. These tasks include such things as: document destruction, janitorial services,
groundskeeping, and food service.
ii)
Staff is responsible for identifying and informing the Psychosocial Rehabilitation
Manager of the availability of opportunities for prevocational services.
2. Eligibility Criteria: Residents who meet the following criteria will be considered for
prevocational services:
i)
Adhere consistently to prescribed medication regimen;
ii)
Follow program guidelines and interact respectfully with others;
iii)
Actively engage in recovery and treatment; and
iv)
Treatment needs are consistent with prevocational services.
3. Referral And Approval Process:
i)
Any staff member who believes a resident meets the criteria for participation in
prevocational services should make this recommendation to the Psychosocial
Rehabilitation Manager.
4. Orientation And Support Services:
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i)
ii)
iii)

The case manager will include prevocational services in the residents individualized
services plan and complete Form 10 Prevocational Service Agreement.
The Psychosocial Rehabilitation Manager will assign a staff member to orient the
resident to the prevocational tasks to be performed and provide needed support services.
The assigned staff will assist the resident with skill development, provide feedback as
needed, and coordinate this service with the case manager.

5. Incentives: The incentive for participation in prevocational services will be a fee reduction
based upon the number of hours the resident is engaged in prevocational services. The fee
reduction for each hour must be equal to or more than minimum wage. The Program Manager,
the assigned staff, and the resident will agree upon the fee reduction schedule. The resident is
responsible for signing in and out on the time sheet kept at a designated location. The assigned
staff is responsible for reviewing and approving the time sheet and forwarding it to the Director
of Finance who will make the agreed upon reduction in fees.
6. Continuation Of Prevocational Services: The assigned staff member and the case manager will
assess the resident's need for prevocational services on a quarterly basis, document the
resident's progress in the individualized services plan, and make any needed modifications to
the resident's individualized services plan. Prevocational services will continue until such time
as the resident not longer meets the eligibility criteria.
7. Program Constraints: Prevocational services will be made available as permitted by the
availability of meaningful work and agency funding for this service. The Executive Director
reserves the right to modify the service, limit participation in the service, or discontinue the
service with 30 days advance notice to the affected residents.
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GATEWAY HOMES, INC.
Application for Employment/Educational/Volunteer Program
Date of Program Admittance:

Date:
Name:

(Middle)

(First)

(Last)

Address:
Zip:

State:

City:

Social Security #

Phone Number:

Gender (circle one):
Age:

Male Female

Birthdate:

How did you hear about the Employment/Educational/Volunteer Program?

Educational/Vocational/Social
1.

What is the highest grade/degree you completed?

Education Studied
Grammer School
High School
College
Masters, Trade,
Business or
Correspondence
School

2.

Name & Location of School

Did you attend special education classes?

Did You Graduate?

Yes

Subject

No

If Y'es, what type?
Form10.1 Prevocational Service Application
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3.

Have you ever served in the Armed Forces?

Yes

No

If Yes, list branch and dates of services:

4.

List employment held and dates:

5.

What are your hobbies, interests, special talents?

6.

Describe your strengths and perceived limitations:

Legal
1.

Have you ever incurred legal charges?

Yes

No

If Yes, please describe and give dates charges incurred:

2. Have you ever been accused of, charged with, or convicted of a sexual offense? _ Yes _ No

Forml 0.1 Prevocational Service Application

Page 2

3. Are you required to reL ,er as a sexual offender?

Yes

_No

Future Goals
1. Why do you want to participate in the PSR Vocational/Education/Volunteer Program?:

2. What do you hope for yourself for the future?

3. Please use this space to let us know any other information about you that you would
like to share:
;

Forml 0.1 Prevocational Service Application
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i)
ii)
iii)

The case manager will include prevocational services in the residents individualized
services plan and complete Form 10 Prevocational Service Agreement.
The Psychosocial Rehabilitation Manager will assign a staff member to orient the
resident to the prevocational tasks to be performed and provide needed support services.
The assigned staff will assist the resident with skill development, provide feedback as
needed, and coordinate this service with the case manager.

5. Incentives: The incentive for participation in prevocational services will be a fee reduction
based upon the number of hours the resident is engaged in prevocational services. The fee
reduction for each hour must be equal to or more than minimum wage. The Program Manager,
the assigned staff, and the resident will agree upon the fee reduction schedule. The resident is
responsible for signing in and out on the time sheet kept at a designated location. The assigned
staff is responsible for reviewing and approving the time sheet and forwarding it to the Director
of Finance who will make the agreed upon reduction in fees.
6. Continuation Of Prevocational Services: The assigned staff member and the case manager will
assess the resident's need for prevocational services on a quarterly basis, document the
resident's progress in the individualized services plan, and make any needed modifications to
the resident's individualized services plan. Prevocational services will continue until such time
as the resident not longer meets the eligibility criteria.
7. Program Constraints: Prevocational services will be made available as permitted by the
availability of meaningful work and agency funding for this service. The Executive Director
reserves the right to modify the service, limit participation in the service, or discontinue the
service with 30 days advance notice to the affected residents.
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Employment Program Prevocationai Service Agreement
By my signature below, I am voluntarily entering into a prevocationai agreement
with Gateway Homes.

I understand that Gateway is providing me with this opportunity to develop
prevocationai skills as part of my treatment focused on helping me live as
independently as possible.

I agree to perform the following tasks as part of my prevocationai service:

I understand that Gateway has assigned
as the
staff member to provide me with support, supervision, and feedback while I am
receiving prevocationai services.

I also understand that my incentive for participating in this service is a reduction in
my fee agreement with Gateway. Gateway will reduce my fee by $
for each
hour that I spend in the prevocationai program performing the tasks described
above.

Resident's Signature

Date

Employment Program Manager's Signature

Date

Assigned Staffs Signature

Date

Form 10.2 Prevocationai Service Agreement

Gateway Homes, Inc
Policy and Procedures
Category: Treatment

Title: Referrals And Admissions
Issued: June 2004
Revised: March 2012; December 2013;
April, 2014

Reference: 12VAC 35-105-630 & 640; §§503 &
504 of the Rehabilitation Act as amended; Titles
VI & VII of the Civil Rights Act of 1964; Age
Discrimination Act of 1978; American With
Disabilities Act of 1984
Number: 630/640
Pages: 2
Attachments:
Form 630 Application
Form 650 Preliminary Assessment

I. Purpose: The purpose of this policy is to establish procedures for screening admission
referrals and admitting individuals into the program.
II. Policy: Gateway Homes will maintain written criteria for admission and a consistent process
for screening referrals for admission and admitting individuals. Gateway will admit qualifying
adults with severe mental illness without regard to race, creed, color, religion, national origin,
sex, sexual orientation, physical handicap, veteran status, or marital status.
TIT. General Guidance And Procedures:
1. Admission Criteria:
i)
Service Description: Gateway's service description for each program or service will
contain criteria for admission, including a description of the population to be served, the
types of services offered, and any exclusion criteria.
ii)
Commitment To Recovery: The admission criteria will reflect Gateway's commitment to
helping individuals with serious mental illness achieve recovery and the greatest level
of independence possible in a community setting.
iii)
Policy Of Nondiscrimination: Qualifying adults with serious mental illness will be
admitted without regard to race, creed, color, religion, national origin, sex, sexual
orientation, physical handicap, veteran status, or marital status.
2. Admission Screening Process: The Admission Committee, or designee, will conduct the
admission screening process and complete a preliminary assessment of sufficient detail to
determine that the individual qualifies for admission and to develop a preliminary
individualized services plan for the individual.
i)
The screening process will include a clinical interview and a review of the completed
Form 630 Application.
ii)
Applicants will be encouraged to tour the physical facilities to assist with their personal
decision making process.
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iii)

The Manager of Benefits and Quality Improvement, or designee, will complete Form
650 Preliminary Assessment.

3. Documentation Of Admissions Screening Process:
i)
Applicants Accepted For Admission: Forms 630 Application and 650 Preliminary
Assessment will be included in the medical record and used for assessment and service
planning.
ii)
Applicants Who Are Not Admitted: Forms 630 Application and 650 Preliminary
Assessment will be maintained in a secure area in the Director of Admissions for two
years.
4. Applicants Denied Admission: The Clinical Director, or designee, will provide each applicant
who has been denied admission with written notice of the reason for denial, information on
how to appeal the decision, and make reasonable efforts to help the individual identify other
appropriate services.
5. Applicants Approved For Admission:
i)
Waiting List: Applicants approved for admission will be placed on a waiting list
maintained by the Director of Admissions.
ii)
Bed Availability: The Director of Admissions will admit on a first-come, first-serve
basis based upon bed availability
iii)
Extenuating Circumstances: Special consideration may be given to applicants with
extenuating circumstances such as homelessness, continuing incarceration, or high risk
for victimization and hospitalization. The Clinical Director and referring agency may
jointly agree to give priority admission to such individuals.

Referrals And Admissions Page 2 of 2

"n:
APPLICATION FOR ADMISSION FOR GATEWAY HOMES-Supported Living
Program
Mail completed applications to: Molly Bowles, Gateway Homes,
PO Box 460, Chesterfield VA 23832

Date:

Date of Gateway Tour:

NAME:

'
(Last)

(First)

(Middle)

ADDRESS:

,
STATE:

CITY:

SOCIAL SECURITY #

PHONE NUMBER:
GENDER (circle one):

Female

Male

MARITAL STATUS (circle one): Single/Never Married
Separated
ETHNICITY (circle one):

AGE:

ZIP:

African-American
Asian
Hispanic

Divorced
Widowed

Married

Caucasian (White)
Native American
Other

BIRTHDATE:

BIRTHPLACE:
Current Residency:

County
City:
State:

HOW DID YOU HEAR ABOUT GATEWAY HOMES?

EQUAL HOUSING
OPPDRTUNfTY
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Clinical Information
1.

Current Diagnosis:

2.

Current Medications:

3. Do you believe that you have a mental illness now and need to take
medications?
Yes
No
4.

Psychiatric History including age at onset and hospitalizations:

5.

Past outpatient treatment history:

6.

Please check all the symptoms that you have previously experienced:
Auditory/visual hallucinations _ Yes
No
Delusional thought processes _ Yes
No
Depressed mood
_ Yes
No
Mania
_ Yes
No
Anxiety
No
_ Yes
Obsessions/Compulsions
_ Yes
No
Eating-disordered behaviors _ Yes
No

7.

Have you ever attempted suicide?
_ Yes
_ No
If so, when and by what means?_
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8. Have you ever e aged in self-harm behaviors (e.g
head banging, etc.)
Yes
No

jelf-cutting, burning,

Have you ever engaged in physical or verbal aggression towards others?
If so, please explain

,

9. List any history of substance use including the type of substance, amount
and date last used:

10. List any current medical conditions:

11. List any operations or surgeries that your have had including dates:

12. Have you experienced:
a. Seizures
b. Fainting spells
c. Head injury

Yes
Yes
Yes

_ No
_ No
No

Daily Living
1a. What is your current living situation? (Please check one)
_ State hospital
_ With family
_ Community/Private Hospital
Homeless
_ Group Home
_ Other
_ Independent in an apartment/house
i
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b. How long have you
en in your current living situatic
(Please check one)
_ less than 1 month
_ 6 months B one year
_ 1-6 months
_ more than one year
2. How many different places have you lived during the past year?
3a. Have you ever lived independently?
_ Yes
_ No
b. If Yes, what was the longest time you lived independently?
less than 1 month
_ 6 months B one year
1-6 months
_ more than one year
4. Please describe difficulties that you had while living independently or what
has prevented you from living independently.

5. Please check all of the activities that you are able to complete independently
and without assistance from others:
_ meal preparation
_ personal hygiene
housekeeping
_ personal finance/budgeting
medication administration

Educational/Vocational/Social
1.

What is the highest grade you completed?

2.

Did you attend special education classes?

Yes

No

If Yes, what type?

3.

Have you ever served in the Armed Forces?
If Yes, list branch and dates of services:

4.

List employment held and dates:

Yes

No
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5.

What are your hobbies, interests, special talents?

6.

Describe your strengths and perceived limitations:

Legal
1.

Have you ever incurred legal charges?

Yes

No

If Yes, please describe and give dates charges incurred:

2 . Have you ever physically assaulted someone?
Yes
No

If Yes, please describe any physical altercations you have had, including the
date, what started it, and the
result:

3. Have you ever engaged in destruction of property?
Yes
No
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If Yes, please describe the incident(s), including the date and the
result:

4. Have you ever been accused of, charged with, or convicted of a sexual
offense?
_ Yes
_ No
5. Are you subject to a lifetime sex offender registration requirement in any
state?
Yes
No

6. Do you have an advanced directive?

Yes

7. Are you an NGRI?
Yes
Who is your hospital liaison?

No

8. Are you on Probation or Parole?
Yes
If so, how long are you under supervision?

No

No

Who is your direct contact for Probation or Parole?
Name:

Phone:

FUTURE GOALS
1.

2.

Why do you want to come to GW:

What do you hope for yourself for the future?
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3.
Please use this . ace to let the clinical team know
about you that you would like to share:

iy other information

CONTACT INFORMATION
1.

DESIGNATED CONTACT NAME :

CONTACT ADDRESS:
CITY:

STATE:

ZIP:

STATE:

ZIP:

CONTACT PHONE NUMBER:
2.

NEXT OF KIN - NAME:

CONTACT ADDRESS:
CITY:
CONTACT PHONE NUMBER:
4.

CASE MANAGER - NAME:

CONTACT ADDRESS:
CITY:

STATE:

ZIP: _

CONTACT PHONE NUMBER:
5.

PERSONAL PHYSICIAN - NAME:

CONTACT ADDRESS:
CITY:

STATE:

ZIP: _

CONTACT PHONE NUMBER:
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FINANCIAL INFORM HON
Medicaid Number:
Your sources of income:

Medicare Number:
Monthly amounts of income:

SSI, SSDI, SSA
Auxiliary Grant

Who is payee for benefits
Who is your Gaurdian or Conservator?.

Employment
Allowance
Payments from insurance companies
Military / Veterans Benefits
Food Stamps
Any Other Income
VALUE

YEARLY INTEREST

Checking Account
Savings Account
Certificate of Deposit
Money Market Accounts
Treasury Bills
Stocks, bonds
Retirement or pension
Annuities
Personal Property held as an investment
Other
Have you received any lump sum payments during this past year, such as inheritances, insurance
settlements, etc.?
YES
NO
YES

Have you disposed of any assets for less than fair market value in the last two years?
Are you the owner of any Life Insurance policies with a cash-in value?
Are you the beneficiary of a Trust Fund?
from this trust yearly?

YES

YES

NO

NO

NO If so, how much income do you receive

IN ORDER FOR THIS APPLICATION TO BE COMPLETE AND CONSIDERED FOR
APPROVAL, ONE OF THE FOLLOWING THREE DOCUMENTS MUST BE INCLUDED:
1.
a) Letter from the Social Security Administration determining the
applicant's disability OR statement from Social Security Administration
stating current benefit(s);
b) Proof of Medicaid enrollment or proof that application has been made;
2.
Documentation from public agency of service agreement; or
3.
Statement from applicant and/or family stating that full cost will be paid
out of pocket.

*While a resident of Gateway, I agree that Gateway will serve as my
representative payee for my social security benefits.
I certify that the information provided for this application is complete and accurate.

Signature of Applicant:

Date:
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PRELIMINARY ASSESSMENT
For Psychosocial & Mental Health Support Services

Applicant's Name

Date of Birth

DEMOGRAPHIC INFORMATION
Please refer to the attached Application dated

Social Security Number

for demographic and emergency contact information.

HEALTHCARE INFORMATION
Please refer to the attached Application dated

for healthcare provider information

REASON FOR ADMISSION (in resident's words):

SUMMARY OF PSYCHIATRIC HISTORY (including onset & duration of problems and psychiatric
and support needs)

Diagnoses from last treatment provider/agency:
Axis I:
^
Axis II:
Axis III:
Axis IV:
Axis V:
Medications as reported by applicant:

SUBSTANCE ABUSE HISTORY (past and current including co-occurring mental health and substance abuse
disorders)

MEDICAL & HEALTH HISTORY (including allergies)

FAMILY, SOCIAL, & DEVELOPMENTAL HISTORY (including current supports)

EMPLOYMENT & EDUCATIONAL HISTORY

LEGAL HISTORY
Form 650 Preliminary Assessment

FINANCIAL & INSURANCE INFORMATION:

HOUSING ARRANGEMENTS
DAILY LIVING SKILLS

AT RISK BEHAVIORS TO SELF AND OTHERS

CLINICAL FORMULATION

Face-to-face assessment completed by:

Name & Signature of QMHP

Assessment approved by:

Name & Signature of LMHP

Form 650 Preliminary Assessment

VDSS MODEL FORM - ALF

REPORT OF RESIDENT PHYSICAL EXAMINATION
(Examination is to be completed by an independent physician within 30 days prior to the date of admission. Report
is to be kept as part of the person's permanent record.)

DATE OF PHYSICAL EXAMINATION:

NAME
ADDRESS
TELEPHONE

Height:

Weight:

BP:

Significant Medical History:

General physical condition, including systems review as is medically indicated:

Allergies (food, medicine, or other):

Is this person:

Ambulatory (physically and mentally capable of self-preservation by evacuating in
response to an emergency to a refuge area as defined by the Uniform Statewide Building
Code without the assistance of another person, or from the structure itself without the
assistance of another person if there is no such refuge area within the structure, even if
such resident may require the assistance of a wheelchair, walker, cane, prosthetic device,
or a single verbal command to evacuate).
Nonambulatory (by reason of physical or mental impairment is not capable of selfpreservation without the assistance of another person).
Form 740 Physical Examination Page 1

VDSS MODEL FORM - ALF

Does this individual have any of the following conditions or care needs?

Condition/Care Need

Yes

Name

Comment

No

Ventilator dependency
if stage III is ulcer healing?
Dermal ulcers III and IV

If intermittent therapy please note and indicate expected time period.

Intravenous therapy or injections
directly into the vein

Airborne infectious disease in a
communicable state that requires
isolation or special precautions to
prevent transmission

Psychotropic medications without
appropriate diagnosis and
treatment plans

Nasogastric tubes

Gastric tubes

Presents imminent physical threat
or danger to self or others

Requires continuous licensed
nursing care

Form 740 Physical Examination Page 2

if yes, is person capable of independently feeding himself and caring for
the tube?

VDSS MODEL FORM - ALF

Name
Diagnosis or significant problems:

Recommendations for care:
Medications:

Diet:

Therapy:

Signature:

Date:

(Please print or type physician's name here)
Address (Street, City, State, Zip Code)
•———

—

Form 740 Physical Examination Page 3

Telephone:.

REPORT OF TUBERCULOSIS SCREENING EVALUATION
Name

Birthdate

/_

Address

1.

Date and result of most recent Mantoux tuberculin skin test: Date:
mm of induration

2.

Check here if previously positive and above information unknown

3.

Check here if exhibiting TB-like symptoms

4.

If TB skin test is 10 mm or greater (5mm in the HIV infected), previously positive or if IB-like
symptoms exist, respond to the following:
a. Date of last chest x-ray evaluation:

Date:

b. Is chest x-ray suggestive of active TB? (circle one)

5.

6.

/

/

/_

/
YES

NO

c. Were sputum smears collected and analyzed for the presence of Acid
Fast Bacilli (AFB)? (circle one)
YES

NO

d. If 4c is YES, were three consecutive smears negative for
AFB? (circle one)

NO

YES

Based on the above information, is this individual free of communicable
TB? (circle one)
YES

NO

Name of licensed physician, physician's designee or local health department official
completing the evaluation:

Print Name

Phone

7. Signature of license physician, physician's designee or local health department official completing
evaluation:
.

,

/

Date

Form 740.1 Report of TB Screening
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VDSS MODEL

;M - ALF

PRELIMINARY INDIVIDUALIZED SERVICE PLAN
If applicable: Medicaid #
DM AS Provider ID#

Resident's Name:

Name of Program:

Gateway Homes, Inc.

See reverse side for signatures and additional information.
Description of needs is based upon the UAI, medical reports, and any additional assessments necessary to meet the care needs of the resident.
~

B.

K the reSidCnt livCS in a building housi"g 19 or fewcr

Description of Needs
and
Date Identified

Form 660 Preliminary Individualized Services Plan

residents, does the resident need to have a staff member awake and on duty at night? 1 Yes

Services to be Provided

Persons
Who will Provide
Services

When and Where
Services will be
Provided

1 No

Expected Outcomes/Goals
(Include Time Frames)

Resident's N

Description of Needs
and
Date Identified

Services to be Provided

Persons
Who will Provide
Services

When and Where
Services will be
Provided

Expected Outcomes/Goals
(Include Time Frames)

SIGNATURES:
Staff Person Who Completed Plan

Date Plan Completed

Licensed Health Care Professional (630.J)
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Form 660 Preliminary Individualized Services Plan
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Gateway Homes, Inc.
Progress Note
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!

Staff Name:
Form 680.1 Progress Note
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Date:

Gateway Homes, Inc.
Treatment Note

Date:

DOB:

Resident Name & #:
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Duration:

Minutes

Service: Mental Health Support

Objectives(s):

Intervention(s):

Staff Name & Title

Staff Signature

Form 680 Treatment Note

LMHP Name

LMHP Signature

Gateway Homes, Inc.
Treatment Note

Date:

DOB:

Resident Name & #:

Name:
Duration:

Minutes

Service: NonBillable Service

Objectives(s):

Intervention(s):

Staff Name & Title

Staff Signature

Form 680.2 Nonbillable Treatment Note

LMHP Name

LMHP Signature

Gateway Homes, Inc
Policy and Procedures
Category:

Treatment

Title: Managing Confidential
Information In Service
Records
Issued: June 2004
Revised: June 2011;
December 2013; April, 2014

Reference: 12VAC 35-105-870; §32.1-127.1:03 ofthe Code of
Virginia, as amended; 42 USC §290dd; 42 CFR Part 2; Health
Insurance Portability and Accountability (Public Law 104-191, 42
USC § 300gg et seqq.); and 42 CFR; Gateway's Document
Retention Policy
Number: 870

Pages: 3
Attachments:
Form 80.B 4 (a) Release of Information
Form 80.B 4 (b) Consent For Use Of Name, Photograph,
And Information

I. Purpose: The purpose of this policy is to establish procedures for managing the information
contained in individual services records.
II. Policy: Gateway Homes will ensure confidentiality of individual services records by
maintaining paper and electronic records in secure manner, limiting access to authorized
personnel, only making disclosures of protected health information in accordance with this
policy, and fully complying with all state and federal laws and regulations.
III. General Guidance And Procedures:
a. Dissemination Of Confidential Information: Individual services records shall be treated
confidentially and information within the record may only be disclosed pursuant to one
of the conditions described below. This information includes use of an individual's
name, photograph, quotes or other information in print publications, video and
multimedia presentations, websites, and social media. If a staff member has any
question about the release of information within a services record, that staff member is
responsible for consulting with the Manager of Benefits and Quality Improvement, or
designee, prior to disclosing the information. The only authorized disclosures are:
i. Written authorization by the individual or legally authorized representative on
Form 80.B 4 Release of Information or Form 80.B 4 (b) Consent For Use Of
Name, Photograph, And Information;
ii. Verbal authorization by individual documented in the individual services record;
iii. Information needed to provide emergency medical care when the individual is
unable or unwilling to grant permission or his legal representative is not
available to grant permission;
iv. Coordinating care when the individual is discharged or terminated from services
and is receiving services from another provider;
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A request from a representative of a licensing or regulatory agency; and
vi. Pursuant to a court order or any requirements of the law not described above.
V.

b. Access: Individual services records may only be accessed by staff, contractors,
students, or volunteers authorized by the Clinical Director, or designee.
c. Duplication: Individual services records may only be duplicated in accordance with the
section on Disseminating Confidential Information.
d. Management Of Electronic Services Records:
i. Description Of Electronic System and Back-up: Individual services records are
electronic and maintained securely through a web-based service, CaseWorks
Web provided by contract with Integrated Imaging. The system is hosted by a
top tier hosting facility using redundant, multi-gigabit bandwidth access
provided by AT&T, MCI, Qwest, and Level 3 to ensure constant up-time. It uses
a 100% Cisco Server Network with qualified Disaster Recovery redundant back
up procedures in place, an SAS 70 Type II certified Data Center with Triple
redundant power feeds into the Data Center with back-up 1500 KVA ONAN
Diesel Generators and MGA uninterruptible power supplies,
ii. Security And Access: CaseWorks Web uses an encrypted URL with restricted
access to authorized users employing 128 bit Secure Socket Layer Encription.
Records can only be accessed with an authorized user identification number and
password. Each staff member, contractor, student, or volunteer authorized to
access records by the Clinical Director will be given a unique user identification
number and password linked to his or her signature. The user identification
number and password may not be shared with anyone.
iii. Activity Trail: CaseWorks Web provides a comprehensive audit trail of users
and their activities within the system. Administrative Users will be assigned by
the Clinical Director and can configure the levels of security access within the
system through the use of management permissions for each group of users.
Any entry in the electronic record will reflect the date and the user making the
entry.
iv. Failure Of Electronic System: In the event CaseWorks Web electronic records
cannot be accessed by the close of the shift, all required documentation will be
completed on paper and scanned into the electronic record as soon as access has
been re-established with CaseWorks Web. Any staff member creating or
updating the Face Sheet is responsible for printing out the FaceSheet and filing
it in the designated notebook in the staff office.
e. Management Of Paper Service Records: Paper Records: Gateway will maintain all
closed paper individual services records in a locked area. Only staff, contractors,
students, or volunteers authorized by the Clinical Director, or designee, will have access
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to this locked area. No paper records may be removed from the Reedy Branch Road
Campus at any time.
f. Responsibility For Service Records Management: The Director of Admissions is
responsible for managing electronic and paper services records.
g. Disposition Of Service Record:
i. Electronic Records: A complete electronic record will be maintained for a
minimum of ten years after discharge. The permanent information kept on each
individual shall include the individual's name, date of birth, social security
number, dates of service, and legal guardian. The remainder of the information
will be deleted.
ii. Paper Records: A complete record shall be kept on-site in a secure area for a
minimum of ten years after discharge. The permanent information kept on each
individual shall include the individual's name, date of birth, social security
number, dates of service, and legal guardian. The remainder of the information
will be shredded.
h. Cessation Of Operation: In the event Gateway decides to discontinue operating as an
organization, prior to terminating its operations Gateway will enter into a business
associated agreement to store individual services records for ten years following the
cessation of operations.
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Authorization For Releasing Protected Health Information
Client Name:
I hereby authorize:

to • Disclose to:

SSN:
Gateway Homes, Inc.
11901 Reedy Branch Rd.
Chesterfield, VA 23838
and/or

DOB:

(804) 490-6715

• Receive from:

Name of Individual and/or Organization to Whom Disclosure is to be made

Street Address

City

State

The following information: (Please check all that apply)
• Case Closing Summary
• Social History
• Initial Evaluation
• Treatment Plan
• Diagnosis
• Substance Abuse Info.
• Psychological Evaluation
• Psychiatric Evaluation
• Summary of Service
• Other (Please specify):

Zip Code

•
•
•
•

Intake/Referral
Medications
Progress Notes
Medical History

The purpose for which this information is to released is (Please check all that apply):
• Continued Medical/Mental Health Treatment

or

• Follow-up Care

• Other (Please specify):
As the person signing this consent, I understand that: I am giving my permission to above-named provider to disclose and/or receive confidential healthcare
records. I also understand that I have the right to revoke this consent, but that my revocation is not effective until delivered in writing to the person who is in
possession of my records. A copy of this consent and a notation concerning the persons or agencies to whom disclosure was made shall be included with my
original records. The person who receives the records to which this consent pertains may not redisclose them to anyone else without my separate written
consent unless such recipient is a provider who makes a disclosure permitted by law.

This authorization is subject to revocation at any time, unless the information I authorized has already been sent. If not
previously revoked, this authorization will terminate in:
• 90 Days
• 365 Days (1 Year)
• upon the following date, event, or condition:
This authorization includes information placed in my records after the date of my signature.

Client or Authorized Representative's Signature *

Date Signed

Witness Signature

Date Signed

* An authorized representative's signature must be accompanied by a description of the signatory's authority.

Form 80.B 4 Release of Information

GATEWAY HOMES, INC.
Consent For Use Of Name, Photograph, And Information
Resident No.

Resident Name:

Gateway Homes, Inc. asks for charitable contributions and communicates with the public and its supporters about
Gateway's work by sharing and displaying the stories of willing individuals who benefit from Gateway's program. For
this Gateway uses print publications, video and multimedia presentations, websites and social media like Facebook.
Gateway promises that it will not use your name, photograph or information in any of those publications or media
without your prior written consent on this form.
Please check one of the following:
•

I CONSENT. I hereby give Gateway permission to use my name, photograph, quotes and other information, in
print publications, video and multimedia presentations, websites and social media like Facebook, for any purpose
including, but not limited to, public relations, marketing, designs, logos, display and descriptions. I am releasing
all rights to images without any requirement of payment or royalties. I understand that my information may be
subject to comments or further display or distribution by third parties, which Gateway may attempt to limit but
cannot entirely control.

•

I DO NOT CONSENT to Gateway's use of my name, photograph, quotes or other information in print
publications, video and multimedia presentations, websites and social media or otherwise.

I certify, by signing below, that I am 18 years of age or older, or otherwise that I am the parent or legal guardian
of the identified resident. I have read this agreement and fully understand it.

Resident Name (Print)

Date

Resident Signature

Date

Information of Parent or Guardian:

Parent/Guardian Name (Print)

Date

Parent/Guardian Signature

Information of Witness:

Witness Name (Print)

Witness Signature
Form 80.B 4 (b) Consent for Use Of Name

Date

Gateway Homes, Inc
Policy and Procedures
Category: Treatment
Title: Transfer Between Agency Services
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-850
Number: 850
Pages: 1
Attachments:
Form 850 Transfer Summary

I. Purpose: The purpose of this policy is to establish procedures for transferring individuals from
one agency service to another agency service.
II. Policy: Gateway Homes will ensure continuity of care for individuals transferred from one
agency service to another agency service.
III. General Guidance And Procedures:
a. Individual and Family Involvement: The assigned case manager will encourage
individuals and their families to actively participate in the transfer decision making
process.
b. Continuity Of Care: The assigned case manager will complete Form 850 Transfer
Summary, which includes an update on the individual's progress toward meeting goals
and objectives in the individualized services plan, and coordinate the provision of
services with the receiving case manager.
c. Individualized Services Plan: The receiving case manager will complete a new
individualized services plan within 30 days of the transfer, if remaining within
Gateway's program.

Transfer Summary
Resident Name:
DOB:

Resident No:
DOA:

SSN:

Diagnosis:
Transfer Date:
Transferring Program:
Receiving Program:
Transfer Reason:
Individual Sc Family Involvement In Transfer Decision:
Current Medical and Psychiatric Condition:
Updated Progress on Meeting Goals/Objectives of ISP:
Medications: Please see Medication Record dated

.

Benefit Status:

Transferring Staff

Date

Receiving Staff

Date

LMHP

Date

Form 850 Transfer Summary

Gateway Homes, Iuc
Policy and Procedures
Category: Treatment
Title: Discharge Procedures
Issued: June 2004
Revised: June 2011; October 2013; April,
2014

Reference: 12VAC 35-105-860
Number: 860
Pages: 1
Attachments: Form 860 Discharge Summary
Supported Apartment Program Tenant
Agreement
Resident Agreement (on Lauris)
Form 160.C.1 DBHDS Rights

I. Purpose: The purpose of this policy is to establish procedures for discharging individuals form
services.
II. Policy: Gateway Homes will engage individuals in discharge planning in a manner consistent
with the individualized services plan and the program criteria for discharge.
EH. General Guidance And Procedures:
a. Involvement In Discharge Planning: The assigned case manager will involve the
individual, authorized representative, and when appropriate, the individual's family in
the discharge planning process. This involvement will be documented in the
individual's services record.
b. Criteria For Discharge: Gateway will establish medical, clinical, and behavioral
discharge criteria that are described in the Resident Agreement. The criteria will be
included in the Service Description and provided to individuals, authorized
representatives.
c. Discharge Procedures:
i. Discharge Planning Process shall be consistent with the individualized services
plan.
ii. Termination of services will be consistent with the Resident Agreement.
iii. Discharge Instructions will be provided to individual and legally authorized
representative and, at a minimum include:
1. Medications with dosages;
2. Medical and psychiatric conditions and recommended treatment;
3. Referrals for services with provider's name, address, and phone number
and date of service.
d. Discharge Summary: The assigned case manager will complete Form 860 Discharge
Summary within 30 days of discharge.

Gateway Homes'
Discharge Summary
Resident Name:

Resident Number:

Reason For Admission:
Progress Made Toward ISP Goals & Objectives and Critical Events:

Level of Functioning At Time Of Discharge:
Medications At Discharge: Please see Medication Log dated

.

Reason For Discharge:

(drop down box with the following: self discharge; nonparticipation in treatment; rule violation; arrest;

hospitalization; death; other)

Please describe:

Resident notified by

of the discharge by

on

Method of notification

staff name

Family/Personal Representative

notified by
family/representative name

staff name

date

on
date

tescription of Individual and Family Involvement In Discharge:

Emergency Contract (for an emergency discharge):

Actions Taken To Assist With Discharge and Relocation:

Recommendations To Maintain/Improve Functioning and Referrals For Needed Services:

Discharge Date:

Discharge Address:

Discharge Type: (drop down box with the following: own home; relative's home; group home; hospital; shelter; correctional
facility; other)

Date Discharge Summary Completed:
Signature of Staff Completing Discharge Summary:
'gnature of Administrator/LMHP :

Form 860 Discharge Summary

^

GATEWAY MOM ES, INC.
Supported Apartment Program
Tenant Agreement
To assure the health, safety and progress of all residents who are part of the Supported Apartment
Program, residents are expected to enter into the following agreement with Gateway. Failure to follow
these guidelines may result in discharge from the program and will affect housing status.

As a resident of the Gateway Supported Apartment Program, 1 understand and agree to the following
expectations:
Apartment Living:
1.

I agree to keep my apartment neat and clean and to work with my MHSS worker on my
activities of daily living (ADL's).

2.

I agree to be respectful of my housemates/neighbors with respect to noise, visitors and
cleanliness of common areas (including shared outside space).

3.

Violent or intimidating behavior is not acceptable.

4.

Should problems arise with neighbors or housemates, I will work with staff and all involved
toward resolution that is agreeable to all if possible.

5.

I will respect the rights and property of others (housemates, neighbors and Gateway employees)
while living in the apartment.

6.

I will abide with an 11:00 curfew and will sign out prior to leaving the campus so that staff will
be aware of my absence.

7.

All sexually intimate behavior must remain within the privacy of the bedroom.

8.

Residents must wear appropriate clothing in the common areas of the apartments.

9.

Pets are only allowed with the approval of Gateway administration.

Prohibited Items:
I understand that the following items are prohibited at all times:
1.

Alcohol

2.

Illegal Drugs

3.

Weapons

4.

Candles and open flames

Random Drug Screens:
I understand that Gateway housing is part of a drug-free Supported Apartment Program, i agree to
remain free of alcohol and other drugs and recognize the other residents/neighbors right to a safe and
drug free environment that is conducive to recovery. From this point on I understand that I will be
subjected to random drug screens at the discretion of Gateway staff. If the drug screen is positive for
illegal drugs, or I refuse to participate in the drug screen, additional interventions may include discharge
from the program.

Tobacco:
Smoking and chewing tobacco are prohibited inside of the apartments. Residents are expected to use
ashtrays and clean up after tobacco use and there is to be absolutely no tobacco use in the apartments.

Medications:
1.

If my psychiatrist deems me able to administer my own medications, it is my responsibility
to store them properly and take them as prescribed.

2.

If I need assistance in order to take my medications on a regular basis, staff can help with
medication storage, oversight of my ability to fill my medication planner properly and
monitoring of my adherence to medications including checking my med planner.

3.

It is my responsibility to notify staff of my need for renewal of medications or need for
medications packed for overnights prior to leaving campus.

Overnight Guests:
1.

Overnight guests are not allowed in the apartments.

2.

Non-resident visitors must sign in and may visit until the 11:00 pm curfew.

.

Security:
1.

To ensure the safety of all residents, doors should remain locked when the residents are away

2.

Strangers should not be admitted to apartment unless prior identification has been made (i.e.,

from the apartment

delivery persons, workmen, etc.
3.

The activity center is closed after working hours unless staff is conducting special activities.

Financial:
1.

I understand that I have signed a lease on my apartment and am contractually obligated by that
agreement until my lease expires.

2.

I am responsible for budgeting with my payee and I am responsible for my share of the rent
each month.

3.

I agree to give a 30 day notice of intent to terminate the lease when I plan to transition.

Structured Activities:
1.

I agree to participate in structured activities daily. These activities may include psychosocial
rehabilitation, volunteer experiences, work or school. The details of my structured activities will
be reflected in my individual service plan.

Resident Name (Printed)

Resident Signature

Date

Gateway Staff Signature

DBHDS Rights For Gateway Residents
VA CODE § 37.2-400. Rights of consumers

A. Each person who is a consumer in a hospital, training center, other facility, or program operated, funded, or
licensed by the Department, excluding those operated by the Department of Corrections, shall be assured his
legal rights and care consistent with basic human dignity insofar as it is within the reasonable capabilities and
limitations of the Department, funded program, or licensee and is consistent with sound therapeutic treatment.
Each person admitted to a hospital, training center, other facility, or program operated, funded, or licensed by
the Department shall:
1. Retain his legal rights as provided by state and federal law;
2. Receive prompt evaluation and treatment or training about which he is informed insofar as he is capable of
understanding;
3. Be treated with dignity as a human being and be free from abuse or neglect;
4. Not be the subject of experimental or investigational research without his prior written and informed consent
or that of his legally authorized representative;
5. Be afforded an opportunity to have access to consultation with a private physician at his own expense and, in
the case of hazardous treatment or irreversible surgical procedures, have, upon request, an impartial review
prior to implementation, except in case of emergency procedures required for the preservation of his health;
, Be treated under the least restrictive conditions consistent with his condition and not be subjected to
unnecessary physical restraint and isolation;
7. Be allowed to send and receive sealed letter mail;
8. Have access to his medical and clinical treatment, training, or habilitation records and be assured of their
confidentiality but, notwithstanding other provisions of law, this right shall be limited to access consistent with
his condition and sound therapeutic treatment;
9. Have the right to an impartial review of violations of the rights assured under this section and the right of
access to legal counsel; and
10. Be afforded appropriate opportunities, consistent with the person's capabilities and capacity, to participate in
the development and implementation of his individualized services plan.

I?
, have received and reviewed a copy of the Rights of Consumers. I have been
provided the opportunity to receive clarification and or further detail. I have also been informed of and
understand the rules of the Gateway Homes as they relate to these rights and responsibilities.

^Resident's Signature)

Form 160.C.J DBHDS Rights

Date

(Witness' Signature)

Gateway Homes, Inc
Policy and Procedures
Category:

Human Rights

Title: Human Rights Operating
Procedures
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-160; Gateway's
Human Rights Policy; Human Rights
Regulations
Number: 160
Pages: 3
Attachments:
Form 160.C.1 DBHDS Rights
Form 160.C.3 Human Rights Poster
Form 160.C.5 Complaint Resolution
Form 520/710/800 Crisis & Serious Injury
Report Form

I. Purpose: The purpose of this policy is to establish operating procedures for ensuring residents
are aware of their rights, handling resident complaints, and reporting abuse, neglect, or
exploitation.
II. Policy: Gateway Homes will ensure every individual receiving services is informed of human
rights, treated with dignity and respect, and accorded full rights under the applicable laws and
regulations.
III. Definitions
Abuse is an act that was performed, or failed to be performed, knowingly, recklessly, or
intentionally that caused, or might have caused, physical or psychological harm, injury, or death.
Examples of abuse include such things as: assault, sexual touching; excessive use of force; denial
of services to punish; or language that is threatening, demeaning, or intimidating.
Neglect is failure to provide services, care, treatment, or goods necessary to a resident's health,
safety, or welfare. Examples of neglect are such things as: failure to note changes in resident's
condition; failure to provide adequate clothing; or failure to act in order to protect or prevent
harm.
Exploitation is taking/using resident's assets for personal gain. Examples include such things as:
borrowing money; misappropriation of resident's funds; soliciting gifts; or charging residents for
your help or care.

IV. General Guidance And Procedures:
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Staff. Contractors. Direct Care Volunteers, and Students: will be oriented in the
application of this policy at the time of hire/service, provided with an annual update,
and take a competency-based test each year. This training and the test results will be
documented in their personnel and/or volunteer records.

Informing Individuals of Their Rights:
i. At Admission: Each individual receiving services and authorized representatives
will be provided with a copy of Form 160 Service Guidelines and Form 160.C.1
Department of Behavioral Health and Developmental Services Rights at the time
of admission. These rights will be made a permanent part of the resident's
medical record. Each individual and authorized representative will be informed
that a complete copy of the Ehunan Rights Regulations is available upon request
from the Program Supervisor.
ii. Access To Human Rights Regulations: The Program Supervisor for each service
is responsible for maintaining a complete copy of the Eluman Rights Regulations
(Blue Book) and making it available upon request to any individual or
authorized representative.
iii. Annual Review: These guidelines and rights will be reviewed with each resident
on an annual basis.
iv. Posted Information: Resident rights and related contact information will be
posted on a prominent bulletin board.
1. For programs licensed by Behavioral Elealth and Developmental
Services Form 160.C.3 Human Rights Poster will be posted.
2. Information from the Disability Law Center of Virginia will be posted as
requested by this Office.
Handling Complaints:
i. All employees and contractors are responsible for promptly responding to
residents' concerns and attempting to resolve them in a timely manner. If a
resident expresses dissatisfaction with the staff member's response, the staff
will:
1. provide residents with the Form 160.C.5 Complaint Resolution;
2. assist the resident in completing the form if needed; and
3. inform the resident to give the completed form to the Human Rights
Advocate.
ii. The Human Rights Advocate will meet with the resident in person and attempt to
resolve the complaint to the resident's satisfaction. If the complaint is not
resolved within five days, the complaint form shall be forwarded to the DBHDS
Human Rights Advocate.
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iii. The Manager of Benefits and Quality Improvement upon receipt of the
complaint will:
1. notify the Regional Advocate;
2. meet with the resident within 24 hours or the next working day to resolve
the matter;
3. provide the resident with a written plan of action within 10 days
including notice to the individual (a) of the appeals process, (b) on how
to contact the advocate; and (c) that the complaint will be closed if the
individual does not respond; and
4. follow any other procedures contained in Gateway's Human Rights
Policy (pages 31 and 32).

c. Reporting Abuse. Neglect. Or Exploitation
i. Any employee, contractor, or volunteer who has knowledge or a suspicion of
abuse, neglect, or exploitation must immediately make a report to the Executive
Director.
ii. The Executive Director will immediately
1. Follow the procedures set forth in Gateway Homes, Inc. Human Rights
Policy and Procedures to inform the Offices of Licensing and Human
Rights and investigate such allegations;
2. Enter information into CHRIS as required by the Human Rights Policy;
and
3. Notify Adult Protective Services as required by applicable regulations.
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DBHDS Rights For Gateway Residents
VA CODE § 37.2-400. Rights of consumers
A. Each person who is a consumer in a hospital, training center, other facility, or program operated, funded, or
licensed by the Department, excluding those operated by the Department of Corrections, shall be assured his
legal rights and care consistent with basic human dignity insofar as it is within the reasonable capabilities and
limitations of the Department, funded program, or licensee and is consistent with sound therapeutic treatment.
Each person admitted to a hospital, training center, other facility, or program operated, funded, or licensed by
the Department shall:
1. Retain his legal rights as provided by state and federal law;
2. Receive prompt evaluation and treatment or training about which he is informed insofar as he is capable of
understanding;
3. Be treated with dignity as a human being and be tree from abuse or neglect;
4. Not be the subject of experimental or investigational research without his prior written and informed consent
or that of his legally authorized representative;
5. Be afforded an opportunity to have access to consultation with a private physician at his own expense and, in
the case of hazardous treatment or irreversible surgical procedures, have, upon request, an impartial review
prior to implementation, except in case of emergency procedures required for the preservation of his health;
, Be treated under the least restrictive conditions consistent with his condition and not be subjected to
unnecessary physical restraint and isolation:
7. Be allowed to send and receive sealed letter mail;
8. Have access to his medical and clinical treatment, training, or habilitation records and be assured of their
confidentiality but, notwithstanding other provisions of law, this right shall be limited to access consistent with
his condition and sound therapeutic treatment;
9. Have the right to an impartial review of violati ons of the rights assured under this section and the right of
access to legal counsel; and
10. Be afforded appropriate opportunities, consistent with the person's capabilities and capacity, to participate in
the development and implementation of his individualized services plan.
I,
, have received and reviewed a copy of the Rights of Consumers. I have been
provided the opportunity to receive clarification and or further detail. 1 have also been informed of and
understand the rules of the Gateway Homes as they relate to these rights and responsibilities.

'Resident's Signature)

Form 160.C.1 DBHDS Rights

Date

(Witness' Signature)

IT IS YOUR

RIGHT
•Mo be treated with dignity and respect;
•To be told about your treatment;
•To have a say in your treatment;
•To speak to others in private;
•To have your complaints resolved;
•To say what you prefer;
•To ask questions and be told about your rights;
•To get help with your rights.

If you have questions or need Help, see the program contact person or the human rights advocate:

Program contact person:
Human rights advocate:

160.C.3 DBHDS Human Rights Poster

• 1-888-207-2961

Resident Complaint Resolution
Part A (to be completed by resident)
Date of Complaint:

/

/

Resident Name:

Description Of Complaint:

Resident's Signature

Part B (to be completed by Clinical Director)
Description Of Attempts To Resolve Complaint:

Clinical Director's Signature
Date Resolved:

/

/

(if unresolved, at day 5, the complaint must be referred to the ED)

Date Referred to Executive Director:

/

/

Part C (to be completed by Executive Director)
Date Advocate Notified:

/

/

Date of Written Preliminary Decision:

Date of Meeting with Resident:
/

/

Date of Notice On How To Respond & Contact Advocate:
Form 160.5 Complaint Resolution

Date Action Plan Provided:
/

/

/

/
/

/

CRISIS INTERVENTION & SERIOUS INCIDENT REPORT
individual's Name:

Date:

Nature of Crisis/Eraergency/Incident:

Precipitating Factors:

Treatment or Interventions Provided:

Outcome (including severity of injuries if any):

Employees or Contractors Involved:

Notifications Made To:

Name & Signature

Date

Review Of Crisis Intervention/Serious Incident
Findings And Recommended Corrective Action (if any):

Name, Signature, Title of person reviewing report

Form 520/710/800 Crisis Intervention & Serious Incident Report

Date

Time:
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One — Assurance Of Rights (12 VAC 35-115-40)
1) Individuals are entitled to know their rights as established in Section 37.1-84.1 of the Code of
Virginia. Therefore, staff at Gateway Homes, Inc. shall take the following actions to ensure
that individuals are aware of their rights:
a) Display, in areas most likely to be noticed, a document listing the rights of individuals
under the Human Rights Rules & Regulations and how to contact a Human Rights
Advocate by providing the name and phone number of the Human Rights Advocate.
b) Provide the individual with notice of these rights and discuss these rights with the
individual at the time services begin and every year thereafter.
c) Notify each individual and his legally authorized representative, as applicable, about
these rights and how to file a complaint. The notice shall be in writing and in any other
form most easily understood by the individual. The notice shall tell the individual how
he/she can contact the human rights advocate and give a short description of the human
rights advocate's role. Staff shall give this notice at the time the individual begins
services and every year thereafter.
d) Ask the individual or legally authorized representative, as applicable, to sign the notice of
rights. File the signed notice in the individual's services record. If the individual or
legally authorized representative cannot or will not sign the notice, the staff who gave the
notice shall document that fact in the individual's services record.
e) Give a complete copy of these regulations to anyone who asks for them.
f) Display and provide information as requested by the protection and advocacy agency
director that informs individuals of their right to contact the protection and advocacy
agency.
g) Display and provide written notice of rights in the manner, format, and languages most
frequently understood by the individual receiving services.
2) Every individual receiving services has a right to seek informal resolution and file a human
rights complaint. Any individual receiving services or anyone acting on his/her behalf who
thinks that Gateway Homes has violated any of his/her rights may file a complaint and get
help in filing the complaint.
3) Other rights and remedies may be available. Neither the Human Rights Rules & Regulations
nor these procedures shall prevent any individual from pursuing any other legal right or
remedy to which he/she may be entitled under federal or state law.
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Two - Individual Rights (12 VAC 35-115-50)
1) Each individual has a right to exercise his/her legal, civil, and human rights, including
constitutional rights, statutory rights, and the rights contained in the Human Rights Rules &
Regulations except as specifically limited therein. Each individual also has the right to be
protected, respected, and supported in exercising these rights. Gateway Homes shall not
partially or totally take away or limit these rights solely because the individual has a mental
illness, mental retardation, or substance abuse problem and is receiving services for these
conditions or has any physical or sensory condition that may pose a barrier to communication
or mobility. Each individual has a right to have services that he receives respond to his needs
and preferences and to be person-centered.
2) In receiving all services, each individual has the right to:
a) Use his/her preferred or legal name;
b) Be protected from harm, including abuse, neglect, and exploitation;
c) Have help in learning about, applying for, and fully using any public service or benefit to
which he/she may be entitled. These services and benefits include but are not limited to
educational or vocational services, housing assistance, services or benefits under Title II,
XVI, and XIX of the Social Security Act, United States Veterans Benefits, and services
from legal and advocacy agencies;
d) Have opportunities to communicate in private with lawyers, judges, legislators, clergy,
licensed health care practitioners, legally authorized representatives, advocates, the
Inspector General, and employees of the protection and advocacy agency;
e) Be provided with general information about program services policies and rules in
writing and in the manner, format, and language easily understood by the individual.
3) In services provided in residential settings, each individual has the right to:
a) Have sufficient and suitable clothing for his/her exclusive use;
b) Receive a nutritionally adequate, varied, and appetizing diet prepared and served under
sanitary conditions, served at appropriate times and temperatures, and in a manner
consistent with any individualized diet program;
c) Live in a safe, sanitary, and humane physical environment that gives each individual, at a
minimum:
i) Reasonable privacy and private storage space;
ii) An adequate number and design of private, operating toilets, sinks, showers, and tubs
that are designed to accommodate individual's physical needs;
iii) Direct outside air provided by a window that opens or an air conditioner;
iv) Windows or sky lights in all major areas used by individuals;
v) Clean air, free of bad odors, and;
vi) Room temperatures that are comfortable year round and compatible with health
requirements.
d) Practice a religion and participate in religious services subject to their availability,
provided that such services are not dangerous to the individual or others and do not
infringe on the freedom of others;
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e) Have paper, pencil, and stamps provided free of charge for at least one letter every day
upon request unless the individual has funds to buy paper, pencils, and stamps to send a
letter every day;
f) Have help in writing or reading mail as needed;
g) Communicate privately with any person by mail and help in writing or reading mail as
needed;
h) Communicate privately with any person by telephone and get help in doing so;
i) Have or refuse visitors.
4) Gateway Homes Duties - Gateway Homes shall:
a) Recognize, respect, support, and protect the dignity and rights of each individual at all
times;
b) Develop, carry out, and regularly monitor policies and procedures that assure the
protection of each individual's rights;
c) Immediately notify the Director or his designee if staff knows of or has reason to believe
that an individual may have been abused, neglected, or exploited;
d) The Director or his designee shall immediately take necessary steps to protect the
individual receiving services until an investigation is complete. This may include:
i) Directing the employee(s) involved to have no further contact with the individual;
ii) In the case of peer-on-peer aggression, protecting the individual from the aggressor in
accordance with sound therapeutic practice and the Human Rights regulations;
iii) Temporarily reassigning or transferring the employee(s) involved to a position that
has no direct contact with individuals receiving services;
iv) Temporarily suspending the involved employee(s) pending completion of an
investigation.
e) The Director or designee shall immediately notify the Human Rights Advocate and the
legally authorized representative, as applicable. In no case shall notification exceed 24
hours from the receipt of the initial allegation of abuse, neglect, or exploitation.
f) In no case shall the Director or his designee punish or retaliate against an employee,
consultant, or student for reporting an allegation of abuse, neglect, or exploitation to an
outside entity;
g) The Director or his designee shall initiate an impartial investigation within 24 hours of
receiving a report of potential abuse or neglect. The investigation shall be conducted by a
person trained to do investigations and who is not involved in the issues under
investigation;
h) The Investigator shall make a final report to the Director, his designee, or the
investigating authority and to the Human Rights Advocate within ten working days of the
investigator's appointment. Exceptions to this timeframe may be requested and approved
by the Department if submitted prior to the close of the sixth day.
i) The Director, his designee, or investigating authority shall, based on the investigator's
report and any other available information, decide whether the abuse, neglect, or
exploitation occurred. Unless otherwise provided by law, the standard for deciding
whether abuse, neglect, or exploitation has occurred is preponderance of evidence.
j) If abuse, neglect, or exploitation occurred, the Director shall take any action required to
protect the individual(s). All actions must be documented and reported as required by
Procedure Section Three, II of this policy and procedure.
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k) In all cases, the Director shall provide his written decision, including all actions taken as
a result of the investigation, within seven working days following the completion of the
investigation of the decision, and all actions taken to the individual or the individual's
legally authorized representative, the Human Rights Advocate, the investigating
authority, and the involved employee(s). The decision shall be in writing and in the
manner, format, and language that is most easily understood by the individual.
1) If the individual affected by the alleged abuse, neglect, or exploitation or his/her legally
authorized representative is not satisfied with the Director's actions, he/she or his/her
legally authorized representative, or anyone acting on his/her behalf, may file a petition
for an LHRC hearing pursuant to Procedure Section Two, IV of this policy and
procedure.
m) The Director and Gateway Homes staff shall cooperate with any external investigation
including those conducted by the Inspector General, the protection and advocacy agency,
or other regulatory and enforcement agencies.
n) If at any time the Director has reason to suspect that a individual may have been abused
or neglected, the Director shall immediately report this information to the appropriate
local Department of Social Services and cooperate fully with any investigation that
results.
o) If at any time the Director has reason to suspect that the abusive, neglectful, or
exploitative act is a crime, the Director or designee shall immediately contact the
appropriate law-enforcement authorities and cooperate fully with any investigation that
results.
5) Exceptions and Conditions to Gateway Homes' Duties and Obligations
a) If the individual has funds for clothing and to buy paper, pencils, and stamps to send a
letter every day, Gateway Homes may not pay for them.
b) Gateway Homes may prohibit any religious services or practices that present a danger of
bodily injury to any individual or interfere with another individual's religious beliefs or
practices. Participation in religious services or practices may be reasonably limited in
accordance with other general rules limiting privileges or times or places of activities.
i) Religious services or practices that present a danger of bodily injury to any individual
or interfere with another individual's religious beliefs or practices may be limited.
The Director or designee shall discuss the issue with individual and inform the
Human Rights Advocate of the reasons for any restriction prior to implementation.
The reasons for the restriction shall be documented in the individual's services
record.
ii) Participation in religious services or practices may be reasonably limited by Gateway
Homes in accordance with other general rules limiting privileges or times or places of
activities.
6) If Gateway Homes staff has reasonable cause to believe that a individual's mail contains
illegal material or anything dangerous, the Director or his designee may open the mail, but
not read it, in the presence of the individual. The Director or designee shall inform the
individual of the reasons for the concern. A individual's ability to communicate by mail may
also be limited if, in the judgment of a licensed physician or a doctoral level psychologist (in
the exercise of sound therapeutic practice), the individual's communication with another
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person or persons will result in demonstrable harm to the individual's mental health. The
reasons for the restriction shall be documented in the individual's service record, and the
Human Rights Advocate shall be notified prior to implementation.
7) Gateway Homes may limit the use of a telephone in the following ways:
a) Use may be limited to certain times and places to make sure that other individuals have
equal access to the telephone and that they can eat, sleep, or participate in an activity
without being disturbed.
b) A individual's access to the telephone may be limited if communication with another
person or persons will result in demonstrable harm to the individual and is significantly
impacting treatment in the judgment of a licensed physician or doctoral level
psychologist. The reasons for the restriction shall be documented in the individual's
service record and the Human Rights Advocate shall be notified prior to implementation.
8) Gateway Homes may limit or supervise a individual's visitors when, in the judgment of a
licensed physician or doctoral level psychologist, the visits result in demonstrable harm to the
individual and significantly impact the individual's treatment; or when the visitors are
suspected of bringing contraband, or in any way are threatening harm to the individual. The
reasons for the restriction shall be documented in the individual's service record, and the
Human Rights Advocate shall be notified prior to implementation.
9) Gateway Homes may stop, report, or intervene to prevent any criminal act.
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Three - Services (12 VAC 35-115-60)
1) Each individual receiving services shall receive them in accordance with law and sound
therapeutic practice.
2) Gateway Homes Duties - Gateway Homes shall:
a) Recognize, respect, support, and protect the dignity rights of each individual at all times.
b) Ensure that all services are developed, carried out, and regularly monitored for
compliance with all state and federal laws, including any applicable provisions of the
Americans with Disabilities Act and laws that prohibit discrimination on the basis of
race, color, religion, ethnicity, age, sex, disability, or ability to pay.
c) A individual or anyone acting on his/her behalf may complain to the Director if he/she
believes that his/her services have been limited or denied due to discrimination. Any
complaint regarding discrimination shall be directed to the Director, or designee.
d) The Director or designee shall conduct an investigation in the manner set forth in
Individual Rights on pages 3 through 5.
e) Gateway Homes shall ensure that all clinical services, including medical services and
treatment, are at all times delivered within sound therapeutic practice.
f) Gateway Homes shall address emergencies pursuant to Gateway Homes' Emergency
Preparedness/Response Plan Policies (see Attachment).
g) Gateway Homes shall assign a specific person or group of persons to carry out each of
the following activities:
i) Medical, mental, and behavioral screenings and assessments, as applicable, upon
admission and during the provision of services;
ii) Preparation, implementation, and appropriate changes in an individual's services plan
based on the ongoing review of the medical, mental, and behavioral needs of the
individual receiving services; and
iii) Preparation and implementation of an individual's discharge plan.
h) Gateway Homes shall not prepare or deliver any service for any individual without a
services plan that is tailored specifically to the needs and expressed preferences of the
individual receiving services. Services provided in response to emergencies or crises
shall be deemed part of the services plan and thereafter documented in the individual's
services plan.
i) Gateway Homes shall write the services plan and discharge plan in clear, understandable
language.
j) When preparing and changing a individual's services or discharge plan, Gateway Homes
shall ensure that all services received by the individual are integrated.
k) With the individual's or the individual's authorized representative's authorization,
Gateway may involve family members in services and discharge planning. When the
individual or his authorized representative requests such involvement, Gateway shall take
all reasonable steps to do so.
1) Gateway Homes shall ensure that the entries in a individual's services record are at all
times authentic, accurate, complete, timely, and pertinent.

3) Exceptions and Conditions to Gateway Homes Duties and Obligations

Human Rights Policies & Procedures ~ Page 7 of 45

a) Gateway Homes may deny or limit a individual's access to a service or services if sound
therapeutic practice requires limiting the service to individuals of the same sex, or similar
age, disability, or legal status.
b) With the individual's or legally authorized representative's consent, Gateway Homes
may involve family members in services and discharge planning. When the individual or
the legally authorized representative requests such involvement, Gateway Homes shall
take all reasonable steps to do so.
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Four - Participation in Decision Making (12 VAC 35-115-70)
1) Each individual has a right to participate meaningfully in decisions regarding all aspects of
services affecting him/her.
2) This includes the right to:
a) Participate meaningfully in the preparation, implementation, and any changes to the
individual's services and discharge plans.
b) Express preferences and have them incorporated into the services and discharge plans
consistent with his/her condition and need for services and Gateway Homes' ability to
provide them.
c) Object to any part of the proposed services or discharge plan.
d) Give or not give consent for treatment, including medical treatment and procedures.
e) Give or not give consent to the disclosure of information Gateway Homes keeps about
him/her.
f) Have a legally authorized representative make decisions for him/her in cases where the
individual lacks the capacity to give informed consent.
g) Object to any decision that allows a legally authorized representative to make decisions
for him/her. This includes having a professional assessment of capacity to consent and,
at the individual's own expense, an independent assessment of capacity.
h) Be accompanied by someone the individual trusts as his/her representative when
participating in service planning.
i) Indicate by signature in the service record, the individual's participation in and agreement
to services plan, discharge plan, changes to these plans, and all other significant aspects
of treatment and services he/she receives.
j) Request admission to or discharge from any service any time.
3) Gateway Homes' Duties - Gateway Homes shall:
a) Respect, protect, and help develop each individual's ability to participate meaningfully in
decisions regarding all aspects of services affecting him/her. This shall be done by
involving the individual, to the extent permitted by his/her capacity, in decision-making
regarding all aspects of services.
b) Ask the individual to express his/her preferences about decisions regarding all aspects of
services that affect him/her and shall honor these preferences to the extent possible.
c) Give each individual the opportunity, and any help he/she needs, to participate
meaningfully in the preparation of his/her services plan, discharge plan, and changes to
these plans, and all other aspects of services he/she receives. Staff shall document these
opportunities in the individual's services record.
d) Obtain and document in the individual's services record the individual's consent prior to
disclosing any information about him/her.
e) Obtain and document in the individual's services record the individual's or authorized
representative's consent for any treatment before the treatment begins.
f) Obtain and document in the individual's services record the individual's or authorized
representative's informed consent to continue any treatment initiated in an emergency
that lasts longer than 24 hours after the emergency begins.
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g) Ensure that a professional qualified by expertise, training, education, or credentials and
not directly involved with the individual conducts an evaluation and makes a
determination of the individual's capacity if the capacity of a individual to give consent is
on doubt. If the individual and his/her family objects to the results of the qualified
professional's determination, Gateway Homes shall immediately inform the Human
Rights Advocate.
h) If the individual or family member wishes to obtain an independent evaluation of the
individual's capacity, he/she may do so at his/her own expense and within reasonable
time frames consistent with his/her circumstances. Gateway Homes shall take no action
for which consent is required, except in an emergency, pending the results of the
independent evaluation. Gateway Homes shall take no steps to designate a legally
authorized representative until the independent evaluation is complete.
i) If the independent evaluation is consistent with Gateway Homes' evaluation, the
evaluation is binding, and Gateway Homes shall implement it accordingly.
ii) If the independent evaluation is not consistent with Gateway Homes' evaluation, the
matter shall be referred to the LHRC for review and decision pursuant to Procedure
Section Two, VI of this policy and procedure.
i) When it is determined that a individual lacks the capacity to give consent, Gateway
Homes shall designate a legally authorized representative. The Director shall have the
primary responsibility for determining the availability of and designating a legally
authorized representative in the following order or priority:
i) An attorney-in-fact currently authorized to give consent under the terms of a durable
power of attorney, a health care agent appointed by a individual under an advance
directive pursuant to 54.1-2983 of the Code of Virginia, a legal guardian of the
individual not employed by the provider and currently authorized to give consent.
ii) The individual's next of kin. In designating the next of kin, the Director shall select
the best qualified person, if available, according to the following order of priority
unless, from all information available to the Director, another person in a lower
priority is clearly better qualified: spouse, an adult child, a parent, an adult brother or
sister, any other relative of the individual. If the individual expresses a preference for
one family member over another in the same category, the Director shall appoint that
family member.
iii) If no other person specified in the subdivisions a and b is available and willing to
serve, Gateway homes may appoint a next friend of the individual, after a review and
finding by the LHRC that the proposed next friend has shared a residence with or
provided support and assistance to the individual for a period of at least six months
prior to the designation, the proposed next friend has appeared before the LHRC and
agreed to accept these responsibilities, and the individual has no objection to this
proposed next friend being appointed authorized representative.
iv) No Gateway Homes director or staff may serve as legally authorized representative
for any individual delivered by Gateway Homes unless the employee is a relative or
legal guardian.
j) If Gateway Homes documents that the individual lacks capacity and no person is
available or willing to act as a legally authorized representative, Gateway Homes shall:
i) Attempt to identify a suitable person who would be willing to serve as guardian and
ask the court to appoint said person to provide consent, or;
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ii) Ask a court to authorize treatment. See 37.1-134.21 of the Code of Virginia.
k) If the individual who has a legally authorized representative objects to the disclosure of
specific information or a specific proposed treatment, the Director or designee shall
immediately notify the human rights advocate and the legally authorized representative,
as applicable. A petition for a LHRC review may be filed under Procedure Section Two,
IV of this policy and procedure.
1) Pursuant to Gateway Homes' policy, Gateway Homes shall ensure that a individual's
capacity to consent is reviewed at least every six months or as the individual's condition
warrants according to sound therapeutic practice to assess need for a surrogate decision
maker. Such reviews of capacity shall be documented and communicated to the
individual and his/her legally authorized representative.
m) Gateway Homes shall consider a individual's or his/her legally authorized
representative's request for a review of capacity in a timely manner.
n) Requests for discharge from services by a individual or his/her legally authorized
representative shall be responded to in accordance with the Code of Virginia. Individuals
requesting discharge will not be subject to reprisal, punishment, or reduction in services
while continuing to receive services until discharge; however, if an individual leaves a
service "against medical advice", any subsequent billing of the individual by his/her
private third party payer shall not constitute punishment or reprisal on the part of
Gateway Homes.
4) Exceptions and Conditions to Gateway Homes' Duties and Obligations
a) Gateway Homes, in an emergency, may initiate, administer, or undertake a proposed
treatment without the consent of the individual or the individual's legally authorized
representative. All emergency treatment shall be documented in the individual's
individual services record within 24 hours.
i) Gateway Homes shall immediately notify the legally authorized representative, as
applicable, of the provision of treatment without consent during an emergency.
ii) Gateway Homes shall continue emergency treatment without consent beyond 24
hours only following a review of the individual's condition and if a new order is
issued by a professional who is authorized by law and Gateway Homes to order the
treatment.
iii) The Director or designee shall notify the Human Rights Advocate if emergency
treatment without consent continues beyond 24 hours.
b) Gateway Homes shall develop and integrate treatment strategies to address and prevent
such future emergencies to the extent possible, into the individual's services plan,
following the provision of emergency treatment without consent.
c) Gateway Homes may provide treatment without consent in accordance with a court order
or in accordance with other provisions of law that authorize such treatment including the
Health Care Decisions Act.
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Five - Confidentiality (12 VAC 35-115-80)
1) Pursuant to established Gateway Homes' policies, each individual is entitled to have all
identifying information that Gateway Homes maintains or knows about him/her remain
confidential. Each individual has a right to give his/her authorization before Gateway Homes
shares identifying information about him/her or his/her care unless another law or regulation
specifically requires or permits Gateway Homes to disclose certain specific information.
2) Gateway Homes Duties - Gateway Homes shall:
a) Maintain the confidentiality of any information that identifies a individual receiving
services from Gateway Homes. If a individual's services record pertains in whole or in
part to referral, diagnosis, or treatment of substance abuse, Gateway Homes shall release
information only according to applicable federal regulations.
b) Tell each individual, and his/her legally authorized representative if he/she has one, about
the individual's confidentiality rights. This shall include how information can be
disclosed and how others might get information about the individual without his/her
consent.
c) Shall prevent unauthorized disclosures of information from services records and shall
maintain and disclose information in a secure maimer.
d) Obtain the written consent of the individual or the legally authorized representative, as
applicable, before disclosing information.
e) When Gateway Homes discloses identifying information, it shall attach a statement that
informs the person receiving the information that it must not be disclosed to anyone else
unless the individual consents or unless state law or regulation allows or requires further
disclosure without authorization.
f) Upon request, Gateway Homes shall tell individuals the sources of information contained
in their services records and the names of anyone, other than employees of the provider,
who has received information about them from Gateway Homes. Individuals receiving
services should be informed that the Department may have access to their records.
3) Exceptions and Conditions to Gateway Homes' Duties and Obligations:
a) Gateway Homes may encourage individuals to name family members, friends, and others
who may be told of their presence and general condition or well-being. Consent must be
obtained and documented in the services record for Gateway Homes staff to contact
family members, friends, or others. Nothing in this section shall prohibit Gateway
Homes from taking steps necessary to secure a legally authorized representative.
b) Except for information governed by 42 CFR Part 2, Gateway may disclose to a family
member, or other relative, a close personal friend, or any other person identified by the
individual, information that is directly relevant to that person's involvement with the
individual's care or payment for his care if:
i) Gateway obtains the individual's agreement;
ii) Gateway provides the individual with the opportunity to object to the disclosure, and;
iii) The individual does not object or the provider reasonably infers from the
circumstances, based upon the exercise of professional judgment, that the individual
does not object to the disclosure.
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iv) If the opportunity to agree or object cannot be provided because of the individual's
incapacity or an emergency circumstance, Gateway may, in the exercise of
professional judgment, determine whether the disclosure is in the best interest of the
individual, and if so, disclose only the information that is directly relevant to the
person's involvement with the individual's health care,
c) Gateway Homes may disclose the following information without consent or violation of
the individual's confidentiality, but only under the conditions specified. Gateway Homes
staff must have knowledge of and always consult 42 CFR Part 2 Confidentiality of
Alcohol and Drug Abuse Patient Records, if applicable, because these federal regulations
may prohibit some of the disclosures addressed in this section. Gateway Homes will also
refer to 32.1-127.1:03 of the Code of Virginia for a list of circumstances under which
records may be disclosed without consent.
i) Emergencies: Staff may disclose information to any person who needs that particular
information for the purpose of preventing injury, death, or substantial property
destruction in an emergency. Staff shall not disclose any information that is not
needed for these specific purposes.
ii) Employees: Gateway Homes staff may disclose to any full- or part-time employee,
consultant, agent, or contractor of Gateway Homes, and to the department,
information required to give services to the individual or to get payment for the
services.
iii) Insurance companies and other third-party payors: Disclosure may be made to
insurance companies and other third-party payors according to Chapter 12 of Title
37.1 of the Code of Virginia.
iv) Court proceedings: If the individual, or someone acting for him/her, introduces any
aspect of his/her mental condition or services as an issue before a court,
administrative agency, or medical malpractice review panel, Gateway Homes may
disclose any information relevant to that issue. Gateway Homes may also disclose
any records, if they are properly subpoenaed, if a court orders them to be produced, or
if involuntary commitment or certification is being proposed or conducted.
v) Legal consent: Gateway Homes may disclose information to its own legal counsel, or
to anyone working on behalf of its legal counsel, in providing representation to
Gateway Homes.
vi) Human Rights Committee: Gateway Homes may disclose to the LHRC and the
SHRC any information necessary for the conduct of their responsibilities under these
regulations.
vii) Others authorized or required by the Commissioner: Gateway Homes may disclose
information to other persons if authorized or required by the commissioner for the
following activities:
viii) Licensing, human rights, certification or accreditation reviews:
ix) Hearings, reviews, appeals or investigations under the Human Rights Rules and
Regulations;
x) Evaluation of provider performance and individual outcomes;
xi) Statistical reporting;
xii)Preauthorization, utilization reviews, financial and related administrative services,
reviews, and audits, or;
xiii) Similar oversight and review activities.
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xiv) Preadmission screening, services, and discharge planning: Gateway Homes may
disclose to the Department or to other providers information necessary to prescreen
individuals or to prepare and carry out a comprehensive individualized services or
discharge plan.
xv) Protection and advocacy agency: Gateway Homes may disclose information to the
Protection and Advocacy Agency in accordance with that agency's legal authority
under federal and state law.
xvi) Historical research: Gateway Homes may disclose information to persons
engaging in bona fide historical research if all of the following conditions are met:
(1) The commissioner or Director authorizes the research;
(2) The individual(s) who are the subject of the disclosure are deceased;
(3) There are no known living persons authorized by law to consent to the disclosure,
and;
(4) The disclosure would in no way reveal the identity of any person who is not the
subject of the historical research.
(5) A request for historical research shall include, at a minimum:
(a) A summary of the scope and purpose of the research;
(b) A description of the product to result from the research and its expected date
of completion;
(c) A rationale explaining the need to access otherwise confidential records, and;
(d) Specific identification of the type and location of the records sought.
xvii) Protection of public safety: If Gateway Homes reasonably believes a individual
receiving services makes a specific threat to cause serious bodily injury or death to an
identified or readily identifiable person and Gateway reasonably believes the
individual has the intent and ability to carry out the threat immediately or imminently,
Gateway may disclose facts necessary to alleviate potential threat.
xviii) Inspector General: Gateway Homes may disclose to the Inspector General any
individual services records and other information relevant to the delivery of services.
xix) Virginia Patient Level Data System: Gateway Homes may disclose financial and
services information to Virginia Health Information as required by law.
xxl Psychotherapy Notes: Gateway shall obtain a individual's authorization for any
disclosure of psychotherapy notes, expect when disclosure is made:
(1) For the provider's own training programs in which students, trainees, or
practitioners in mental health are being taught under supervision to practice or
improve skills in group, joint, family, or individual counseling;
(2) To defend the provider or its employees or staff against any accusation of
wrongful conduct;
(3) In the discharge of the providers duty, in accordance with §54.1-2400.1 B of the
Code of Virginia, to take precautions to protect third parties from violent behavior
or other serious harm;
(4) As required in the course of an investigation, audit, review, or proceeding
regarding a provider's conduct by a duly authorized law-enforcement, licensure,
accreditation, or professional review entity; or
(5) When otherwise required by law.
xxi) To A Law Enforcement Official:
(1) Pursuant to a search warrant or grand jury subpoena;
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(2) In response to their request, for the purpose of identifying or locating a suspect,
fugitive, individual required to register pursuant to §9.1-901 of the Sex Offender
and Crimes Against Minors Registry Act, material witness, or missing person,
provided that only the following information is disclosed;
(a) Name and address of the individual
(b) Date and place of birth of the individual
(c) Social security number of the individual
(d) Blood type of the individual
(e) Date and time of the treatment received by the individual
(f) Date and time of death of the individual
(g) Description of distinguishing physical characteristics of the individual; and
(h) Type of injury sustained by the individual.
(3) Regarding the death of an individual for the purpose of alerting law enforcement
of the death if Gateway has suspicion that such death may have resulted from
criminal conduct; or
(4) If Gateway believes in good faith that the information disclosed constitutes
evidence of a crime that has occurred on its premises.
xxii) Other statutes or regulations: Gateway Homes may disclose information to the
extent required or permitted by any other state or federal statute or regulation.
4) If information is disclosed without consent to anyone other than employees of the
Department or Gateway Homes, Gateway Homes shall take the following steps before the
disclosure (or, in an emergency, promptly afterward):
a) Put a written notation of the information disclosed, the name of the person who received
the information, the purpose of the disclosure, and the date of disclosure permanently in
the individual's services record.
b) Give the individual or his/her legally authorized representative written notice of the
disclosure, including the name of each person who received the information and the
nature of the information.
5) If the disclosure is not required by law, give strong consideration to any objections from the
individual or his/her legally authorized representative in making the decision to release
information.
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Six - Access To And Correction Of Services Records (12 VAC 35-115-90)
1) Each individual has a right to see, read, and get a copy of his/her own services record. If this
right is restricted according to law, the individual has a right to let certain other people see
his/her record. Each individual has a right to challenge, correct, or explain anything in
his/her record.
a) Whether or not corrections are made as a result, each individual has a right to let anyone
who sees his/her record know that he/she tried to correct or explain his/her position and
what happened as a result. A individual's legally authorized representative has the same
rights the individual has.
2) Gateway Homes duties - Gateway Homes shall:
a) Tell each individual, and his/her legally authorized representative if he/she has one, how
he/she can access and request amendment of his own services record.
b) Permit each individual to see his/her services records when he/she requests it and to
request amendments if necessary.
c) Without charge, give individual any help he/she may need to read and understand his/her
services records and request amendments to it.
d) Notify the advocate and tell the individual that he/she can ask to have an attorney,
physician, or psychologist of his/her choice see his/her records if Gateway Homes limits
or refuses to let a individual see his/her services records. If the individual makes this
request, Gateway Homes shall disclose the record to that lawyer, physician, or
psychologist.
e) Document in the record the decision and reasons for the decision to limit or refuse access
to the individual's medical record. The individual shall be notified of time limits and
conditions for removal of the restriction. These time limits and conditions shall also be
specified in the record. Gateway Homes shall only limit or refuse access to the services
record upon the recommendation of a physician or a licensed psychologist involved in
providing services to the individual as specified in section C of this policy.
f) Shall investigate and file in the services record a written report concerning the
individual's request if a individual asks to challenge, correct, or explain any information
contained in his/her services record.
g) If the report finds that the services record is incomplete, inaccurate, not pertinent, not
timely, or not necessary, Gateway Homes shall:
h) Document the report findings and remove the part of the services record and file it
separately with an appropriate cross-reference to indicate that the information was
removed.
i) Not disclose the original services record without separate specific authorization or legal
authority (e.g., if compelled by subpoena or other court order).
j) Obtain the individual's identification of and agreement to have Gateway notify the
relevant parties of the amendment,
k) Promptly notify in writing all persons who have received the incorrect information and
all persons identified by the individual that the services record has been corrected and
request that recipients acknowledge the correction.
1) If the report does not result in action satisfactory to the individual, Gateway Homes shall,
upon request, file in the services record the individual's statement explaining his/her
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position. If needed, Gateway Homes shall help the individual to write this statement. If a
statement is filed, Gateway Homes shall:
i) Give all persons who have copies of the record a copy of the individual's statement.
ii) Clearly note in any later disclosure of the record that it is disputed and include a copy
of the statement with the disputed record.
3) Exceptions and Conditions to Gateway Homes' Duties and Obligations a) A provider may deny access to all or a part of a individual's services record only if a
physician or a licensed psychologist involved in providing services to the individual talks
to the individual, looks over the services record as a result of the individual's request for
access, signs and puts in the services record permanently a written statement that he/she
thinks access to the services records by the individual at this time would be physically or
mentally harmful to the individual. The physician or licensed psychologist must also tell
the individual as much about his/her services record as he/she can without risking harm to
the individual.
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Seven - Restriction on Freedoms of Everyday Life (12 VAC 35-115-100)
1) From admission until discharge from a service, each individual is entitled to enjoy all the
freedoms of everyday life that are consistent with his/her need for services, his/her
protection, and the protection of others, and that do not interfere with his/her services or the
services of others.
2) These freedoms include the following:
a) Freedom to move within the service setting, its grounds, and the community.
b) Freedom to communicate, associate, and meet privately with anyone the individual
chooses.
c) Freedom to have and spend personal money.
d) Freedom to see, hear, or receive television, radio, books, and newspapers whether
privately owned or in a library or public area of the service setting.
e) Freedom to keep and use personal clothing and other personal items.
f) Freedom to use recreational facilities and enjoy the outdoors.
3) Receive services in a setting and under conditions that are least restrictive of his/her freedom.
4) Gateway Homes Duties - Gateway Homes shall:
a) Encourage each individual's participation in normal activities and conditions of everyday
living and support each individual's freedoms.
b) Not limit or restrict any individual's freedom more than is needed to achieve a
therapeutic benefit, maintain a safe and orderly environment, or intervene in an
emergency.
c) Not impose any restriction on a individual unless the restriction is justified and carried
out according to these regulations.
d) Ensure that a qualified professional regularly reviews every restriction and that the
restriction is discontinued when the individual has met the criteria for removal.
e) Not place any restriction on the physical or personal freedom of any individual solely
because criminal or delinquency charges are pending against that individual, except in the
situation where the individual is transferred directly from jail or detention for the purpose
of receiving an evaluation or treatment.
5) Exceptions and Conditions on Gateway Homes' Duties and Obligations:
a) Gateway shall not impose a restriction on a individual unless the restriction is justified
and carried out in accordance with these policies and procedures. If Gateway imposes a
restriction, except as provided in 12 VAC 35-115-50, the following conditions shall be
met:
i) A qualified professional involved in providing services to the individual has, in
advance:
(1) Assessed and documented all possible alternatives to the proposed restriction,
taking into account the individual's medical and mental condition, behavior,
preferences, nursing and medication needs, and the ability to function
independently.
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(a) Determined that the proposed restriction is necessary for effective treatment of
the individual or to protect him/her or others from personal harm, injury, or
death.
(b) Documented in the individual's services record the specific reason for the
restriction, and;
(c) Explained, so the individual can understand, the reason for the restriction, the
criteria for removal, and the individual's right to a fair review of whether the
restriction is permissible.
(2) A qualified professional regularly reviews the restriction and the restriction is
discontinued when the individual has met the criteria for removal.
b) Gateway Homes may impose a restriction if a court has ordered it to impose the
restriction or if Gateway Homes is otherwise required by law to impose such restriction.
Such restriction shall be documented in the individual's services record.
c) Gateway Homes may develop and enforce written rules of conduct, but only if the rules
do not conflict with the Human Rights Rules and Regulations or any individual's services
plan, and the rules are needed to maintain a safe and orderly environment.
d) Gateway Homes shall, in the development of these program rules
i) Get as many suggestions as possible from all individuals who are expected to obey
the rules.
ii) Apply these rules in the same way to each individual.
iii) Give the rules to and review them with each individual and his/her legally authorized
representative in a way that the individual can understand them. This includes
explaining possible consequences for violating the rules.
iv) Post the rules in summary form in all areas to which individuals and their families
have regular access.
v) Submit the rules to the LHRC for review and approval or upon request of the
advocate or LHRC.
vi) Prohibit individuals from disciplining other individuals, except as part of an
organized self-government program conducted to a written policy approved in
advance by the LHRC.
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Eight- Use of Seclusion, Restraint, and Time Out (12 VAC 35-115-110)
1) Gateway Homes shall refrain from using seclusion, restraint, or time-out procedures under
any circumstances. However, staff may impose restraint in an emergency but only to the
extent necessary to stop the emergency only if:
a) less restrictive measures have been exhausted, or;
b) the emergency is so sudden that no less restrictive measure is possible.
2) The voluntary use of mechanical supports to achieve proper body position, balance, or
alignment so as to allow greater freedom of movement or to improve normal bodily
functioning in a way that would not be possible without the use of such a mechanical
support, and the voluntary use of protective equipment are not considered restraints.
3) Gateway Homes will meet with the individual or his authorized representative upon
admission to the service to discuss and document in the individual's service record:
a) The preferred interventions in the event the individuals behaviors or symptoms become a
danger to himself or others; and
b) Under what circumstances, if any, the intervention may include emergency restraint.

Human Rights Policies & Procedures ~ Page 20 of 45

Nine - Work (12 VAC 35-115-120)
1) Individuals have a right to engage or not engage in work or work-related activities consistent
with their service needs while receiving services. Personal maintenance and personal
housekeeping by individuals receiving services in residential settings are not subject to this
provision.
2) Gateway Homes Duties - Gateway Homes shall:
a) Not require, entice, persuade, or permit any individual or his/her family member to
perform labor for Gateway Homes as a condition of receiving service. If a individual
voluntarily chooses to perform labor for Gateway Homes, the labor must be consistent
with his/her individualized services plan. All policies and procedures, including pay,
must be consistent with the Fair Labor Standards Act.
b) Consider individuals who are receiving services for employment opportunities on an
equal basis with all other job applicants and employees according to the Americans with
Disabilities Act.
c) Give individuals and employees information, training, and copies of policies affecting the
employment of individuals receiving services upon request.
d) Shall follow established Gateway Homes' procedures regarding vocational training,
extended employment services, or supportive employment services, which ensure that
such services are appropriate for the individual.
e) Not deduct the cost of services from the wages of a individual employed by Gateway
Homes without the permission of the individual or legal guardian unless ordered to do so
by a court.
f) Not sell to or purchase goods or services from a individual receiving services except
through established governing body policy that is consistent with U.S. Department of
Labor standards.
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Ten-Research (12 VAC 35-115-130)
1) Gateway Homes shall get prior, written, informed consent of an individual or his/her legally
authorized representative before he/she begins to participate in human research.
2) Gateway Homes shall comply with all other applicable state and federal laws and regulations
regarding human research, including the provisions under Chapter 5.1 of Title 32.1 of the
Code of Virginia and the regulations promulgated under that statute.
3) Gateway Homes shall obtain approval from an institutional review board or research review
committee prior to performing or participating in a human research protocol. Documentation
of this review and approval shall be maintained and made available on request by the
individual or his authorized representative.
4) Gateway Homes shall inform the LHRC before an individual receiving services may
participate in any human research project and provide periodic updates on the status of the
individual's participation to the committee.
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Eleven - Complaint and Fair Hearing (12 VAC 35-115-140)
1) Each individual has a right to:
a) Complain that Gateway Homes has violated any of the rights assured under the Human
Rights Rules and Regulations.
b) Have a timely and fair review of any complaint according to Procedure Section Two of
this policy and procedures.
c) Have someone file a complaint on his/her behalf.
d) Use these and other complaint procedures.
e) Complain under any other applicable law, including making a complaint to the protection
and advocacy group.
2) Gateway Homes Duties — Gateway Homes shall:
a) Make every attempt to resolve a individual's complaint to his/her satisfaction at the
earliest possible step.
b) Not take, threaten to take, permit, or condone any action to retaliate against or prevent
anyone from filing a complaint or helping to file a complaint.
c) Assist the complainant in understanding the full process of complaint, the options for
resolution, and the elements of confidentiality involved.
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Twelve - Substitute Decision Making (12 VAC 35-115-145)
1) If the capacity of an individual to consent to treatment, services, or research, or authorize the
disclosure of information is in doubt, Gateway shall obtain an evaluation from a professional
who is qualified by expertise, training, education, or credentials and not directly involved
with the individual to determine whether the individual has capacity to consent or to
authorize the disclosure of information.
2) Capacity evaluations shall be obtained for all individuals who may lack capacity, even if they
request that an authorized representative be designated or agree to submit to a recommended
course of treatment.
3) In conducting this evaluation, the professional may seek comments from representatives
accompanying the individual pursuant to 12VAC35-115-70 A 4 about the individual's
capacity to consent or to authorize disclosure.
4) Gateway shall determine the need for an evaluation of an individual's capacity to consent or
authorize disclosure of information and the need for a substitute decision maker whenever
the individual's condition warrants, the individual requests such a review, at least every six
months, and at discharge, except for individuals receiving acute inpatient services.
5) If the individual's record indicates that the individual is not expected to obtain or regain
capacity, Gateway shall document annually that it has reviewed the individual's capacity to
make decisions and whether there has been any change in that capacity.
6) Gateway will ensure capacity evaluations are conducted in accordance with accepted
standards of professional practice and indicate the specific type of decision for which the
individual's capacity is being evaluated (e.g., medical) and shall indicate what specific type
of decision the individual has or does not have the capacity to make. Capacity evaluations
shall address the type of supports that might be used to increase the individual's decision
making capabilities.
7) If the individual or his family objects to the results of the qualified professional's
determination, the provider shall immediately inform the human rights advocate.
8) If the individual or family member wishes to obtain an independent evaluation of the
individual's capacity, he may do so at his own expense and within reasonable timeframes
consistent with his circumstances. If the individual or family member cannot pay for an
independent evaluation, the individual may request that the LHRC consider the need for an
independent evaluation pursuant to 12VAC35-115-200 B. Gateway will not take any action
for which consent or authorization is required, except in an emergency, pending the results of
the independent evaluation. Gateway will not take any steps to designate an authorized
representative until the independent evaluation is complete.
9) If the independent evaluation is consistent with the Gateway's evaluation, Gateway's
evaluation is binding, and Gateway shall implement it accordingly.
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10) If the independent evaluation is not consistent with Gateway's evaluation, the matter shall be
referred to the LHRC for review and decision under 12VAC35-115-200 through 12VAC35115-250.

Human Rights Policies & Procedures ~ Page 25 of 45

Thirteen - Authorized Representative (12 VAC 35-115-146)
1) When Gateway determines in accordance with 12VAC35-115-145 that an individual lacks
the capacity to consent or authorize the disclosure of information, Gateway will recognize
and obtain consent or authorization for those decisions for which the individual lacks
capacity from the following if available:
a) An attorney-in-fact who is currently empowered to consent or authorize the disclosure
under the terms of a durable power of attorney;
b) A health care agent appointed by the individual under an advance directive or power of
attorney in accordance with the laws of Virginia; or
c) A legal guardian of the individual, or if the individual is a minor, a parent with legal
custody of the minor or other person authorized to consent to treatment pursuant to
$54.1-2969 A of the Code of Virginia.
2) If an attorney-in-fact, health care agent or legal guardian is not available, the Director shall
designate a substitute decision maker as authorized representative in the following order of
priority:
a) The individual's family member. In designating a family member, the director shall
honor the individual's preference unless doing so is clinically contraindicated.
b) If the director does not appoint the family member chosen by the individual, the
individual shall be told of the reasons for the decision and information about how to
request LHRC review according to 12VAC35-115-200.
c) If the individual does not have a preference or if the director does not honor the
individual's preference in accordance with these regulations, the director shall select the
best qualified person, if available, according to the following order of priority unless,
from all information available to the director, another person in a lower priority is clearly
better qualified.
i) A spouse;
ii) An adult child;
iii) A parent;
iv) An adult brother or sister; or
v) Any other relative of the individual.
d) Next fiiend of the individual. If no other person specified above is available and willing
to serve as authorized representative, Gateway may designate a next friend of the
individual, after a review and finding by the LHRC that the proposed next friend has, for
a period of six months within two years prior to the designation either:
i) Shared a residence with the individual; or
ii) Had regular contact or communication with the individual and provided significant
emotional, personal, financial, spiritual, psychological, or other support and
assistance to the individual.
e) In addition to the conditions set forth in subdivision 2 of this subsection, the individual
must have no objection to the proposed next friend being designated as the authorized
representative.
f) The person designated as next friend also shall:
i) Personally appear before the LHRC, unless the LHRC has waived the personal
appearance; and
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ii) Agree to accept these responsibilities and act in the individual's best interest and in
accordance with the individual's preferences, if known.
g) The LHRC shall have the discretion to waive a personal appearance by the proposed next
friend and to allow that person to appear before it by telephone, video, or other electronic
means of communication as the LHRC may deem appropriate under the circumstances.
Waiving the personal appearance of the proposed next friend should be done in very
limited circumstances.
h) If, after designation of a next friend, an appropriate family member becomes available to
serve as authorized representative, the director shall replace the next friend with the
family member.
3) No director, employee, or agent of Gateway may serve as an authorized representative for
any individual receiving services delivered by Gateway unless the authorized representative
is a relative or the legal guardian When a provider, or the Director, an employee, or agent of
Gateway is also the individual's guardian, Gateway shall assure that the individual's
preferences are included in the services plan and that the individual can make complaints
about any aspect of the services he receives.
4) Gateway will document the recognition or designation of an authorized representative in the
individual's services record, including evidence of consultation with the individual about his
preference, copies of applicable legal documents such as the durable power of attorney,
advance directive, or guardianship order, names and contact information for family members,
and, when there is more than one potential family member available for designation as
authorized representative, the rationale for the designation of the particular family member as
the authorized representative.
5) If Gateway documents that the individual lacks capacity to consent and no person is available
or willing to act as an authorized representative, Gateway shall:
a) Attempt to identify a suitable person who would be willing to serve as guardian and ask
the court to appoint that person to provide consent or authorization; or
b) Ask a court to authorize treatment (See §37.2-1101 of the Code of Virginia).
6) Court orders authorizing treatment shall not be viewed as substituting or eliminating the need
for an authorized representative.
7) Gateway shall review the need for court-ordered treatment and determine the availability of
and seek an authorized representative whenever the individual's condition warrants, the
individual requests such a review, or at least every six months except for individuals
receiving acute inpatient treatment.
8) When Gateway recognizes or designates an authorized representative, the Gateway shall
notify the court that its order is no longer needed and shall immediately suspend its use of the
court order.
9) Conditions for removal of an authorized representative. Whenever an individual has regained
capacity to consent as indicated by a capacity evaluation or clinical determination, the
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Director shall immediately remove any authorized representative designated pursuant to
subdivision B 1 or 2 of this section, notify the individual and the authorized representative,
and ensure that the services record reflects that the individual is capable of making his own
decisions. Whenever an individual with an authorized representative who is his legal
guardian has regained his capacity to give informed consent, the director may use the
applicable statutory provisions to remove the authorized representative. (See §37.2-1012 of
the Code of Virginia.) If powers of attorney and health care agents' powers do not cease of
their own accord when a clinician has determined that the individual is no longer
incapacitated, the Director shall seek the consent of the individual and remove the person as
authorized representative.
10) The Director shall remove the authorized representative designated pursuant to this section, if
the authorized representative becomes unavailable, unwilling, or unqualified to serve. The
individual or the advocate may request the LHRC to review the Director's decision to
remove an authorized representative under the procedures set out at 12VAC35-115-180, and
the LHRC may reinstate the authorized representative if it determines that the director's
action was unjustified.
11) Prior to any removal under this authority, the Director shall notify the individual of the
decision to remove the authorized representative, of his right to request that the LHRC
review the decision, and of the reasons for the removal decision. This information shall be
placed in the individual's services record. If the individual requests, the Director shall
provide him with a written statement of the facts and circumstances upon which the director
relied in deciding to remove the authorized representative.
12) The LHRC may recommend the removal of a next friend pursuant to 12VAC35-115-200
when the next friend is not acting in accordance with the individual's best interest.
13) The Director may otherwise seek to replace an authorized representative recognized pursuant
to this section who is an attorney-in-fact currently authorized to consent under the terms of a
durable power of attorney, a health care agent appointed by an individual under an advance
directive, a legal guardian of the individual, or, if the individual is a minor, a parent with
legal custody of the individual, only by a court order under applicable statutory authority.
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Fourteen - The Complaint Resolution, Hearing, And Appeal Processes:
General Provisions (12 VAC 35-115-150)
1) The parties to any complaint are the individual and the Director. Each party can also have
anyone else represent him during resolution of the complaint. The Director shall make every
effort to resolve the complaint at the earliest possible stage.
2) Meetings, reviews, and hearings will generally be closed to other people unless the individual
making the complaint requests that other people attend or if an open meeting is required by
the Virginia Freedom of Information Act ($2.2-3700 et seq. of the Code of Virginia).
3) The LHRC and SHRC may conduct a closed hearing to protect the confidentiality of persons
who are not a party to the complaint, but only if a closed meeting is otherwise allowed under
the Virginia Freedom of Information Act (see §2.2-3711 of the Code of Virginia).
4) If any person alleges that implementation of an LHRC recommendation would violate the
individual's rights or those of other individuals, the person may file a petition for a hearing
with the SHRC, according to 12VAC35-115-210.
5) In no event shall a pending hearing, review, or appeal prevent the Director from taking
corrective action based on the advice of the Gateway's legal counsel that such action is
required by law or he otherwise thinks such action is correct and justified.
6) The LHRC or SHRC, on the motion of any party or on its own motion, may, for good cause,
extend any time periods before or after the expiration of that time period. The Director may
extend any time periods for any actions he is required to take under these procedures without
prior approval of the LHRC or SHRC.
7) Except in the case of emergency proceedings, if a time period in which action must be taken
under this part is not extended by the LHRC or SHRC, the failure of a party to act within that
time period shall waive that party's further rights under these procedures.
8) In making their recommendations regarding complaint resolution, the LHRC and the SHRC
shall identify any rights or regulations that Gateway violated and any policies, practices, or
conditions that contributed to the violations. They shall also recommend appropriate
corrective actions, including changes in policies, practices, or conditions, to prevent further
violations of the rights assured under these regulations.
9) If it is impossible to carry out the recommendations of the LHRC or the SHRC within a
specified time, the LHRC or the SHRC, as appropriate, shall recommend any necessary
interim action that gives appropriate and possible immediate remedies.
10) Any action plan submitted by Gateway or commissioner in the course of these proceedings
shall fully address final and interim recommendations made by the LHRC or the SHRC and
identify financial or other constraints, if any, that prevent efforts to fully remedy the
violation.
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11) All communication with the individual during the complaint resolution process shall be in the
manner, format, and language most easily understood by the individual.
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Fifteen - The Complaint Resolution, Hearing, And Appeal Processes:
The Complaint Resolution Process (12 VAC 35-115-170)
1) Anyone who believes that Gateway has violated an individual's rights under these regulations
may report it to the Director or the human rights advocate for resolution.
2) If the report is made only to the Director, the Director or his designee shall immediately
notify the human rights advocate. If the report is made on a weekend or holiday, then the
Director or his designee shall notify the human rights advocate on the next business day.
3) If the report is made only to the human rights advocate, the human rights advocate shall
immediately notify the Director. If the report is made on a weekend or holiday, then the
human rights advocate shall notify the Director on the next business day.
4) The human rights advocate or the director or his designee shall discuss the report with the
individual and notify the individual of his right to pursue a complaint through the process
established in these regulations. The steps in the informal and formal complaint process
established in these regulations shall be thoroughly explained to the individual. The human
rights advocate or the Director or his designee shall ask the individual if he understands the
complaint process and the choice that he has before asking the individual how he wishes to
pursue the complaint. The individual shall then be given the choice of pursuing the complaint
through the informal or formal complaint process. If the individual does not make a choice,
the complaint shall be managed through the informal process.
5) The following steps apply if the complaint is pursued through the informal process:
a) Step 1: The Director or his designee shall attempt to resolve the complaint immediately.
If the complaint is resolved, no further action is required.
b) Step 2: If the complaint is not resolved within five working days, the Director or his
designee shall refer it for resolution under the formal process. The individual may extend
the informal process five-day time frame for good cause. All such extensions shall be
reported to the human rights advocate by the Director or his designee.
6) The following steps apply if the complaint is pursued through the formal process:
a) Step 1: The director or his designee shall try to resolve the complaint by meeting with the
individual, any representative the individual chooses, the human rights advocate, and
others as appropriate within 24 hours of receipt of the complaint or the next business day
if that day is a weekend or holiday. The director or his designee shall conduct an
investigation of the complaint, if necessary.
b) Step 2: The director or his designee shall give the individual and his chosen
representative a written preliminary decision and, where appropriate, an action plan for
resolving the complaint within 10 working days of receiving the complaint. Along with
the action plan, the director shall provide written notice to the individual about the time
frame for the individual's response pursuant to Step 3 of this subdivision, information on
how to contact the human rights advocate for assistance with the process, and a statement
the complaint will be closed if the individual does not respond.
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c) Step 3: If the individual disagrees with the director's preliminary decision or action plan,
he can respond to the director in writing within five working days after receiving the
preliminary decision and action plan. If the individual has not responded within five
working days, the complaint will be closed.
d) Step 4: If the individual disagrees with the preliminary decision or action plan and reports
his disagreement to the director in writing within five working days after receiving the
decision or action plan, the director shall investigate further as appropriate and shall make
a final decision regarding the complaint. The director shall forward a written copy of his
final decision and action plan to the individual, his chosen representative, and the human
rights advocate within five working days after the director receives the individual's
written response. Along with the action plan, the director shall provide written notice to
the individual about the time frame for the individual's response pursuant to Step 5 of
this subdivision, information about how to contact the human rights advocate for
assistance with the process, and a statement that if the individual does not respond that
the complaint will be closed.
e) Step 5: If the individual disagrees with the director's final decision or action plan, he may
file a petition for a hearing by the LHRC using the procedures prescribed in 12VAC35115-180. If the individual has accepted the relief offered by the director, the matter is not
subject to further review.
If at any time during the formal complaint process the human rights advocate concludes that
there is substantial risk that serious or irreparable harm will result if the complaint is not
resolved immediately, the human rights advocate shall inform the director, Gateway's
governing body, and the LHRC. Steps 1 through 5 of subdivision A 5 of this section shall not
be followed. Instead, the LHRC shall conduct a hearing according to the special procedures
for emergency hearings in 12VAC35-115-180.
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Sixteen- The Complaint Resolution, Hearing, And Appeal Processes:
The Local Human Rights Committee Hearing And Review Procedures (12 VAC 35-115
180)
1) Any individual or his authorized representative who does not accept the relief offered by the
director or disagrees with (i) a director's final decision and action plan resulting from the
complaint resolution; (ii) a director's final action following a report of abuse, neglect, or
exploitation; or (iii) a director's final decision following a complaint of discrimination in the
provision of services may request an LHRC hearing by following the steps provided in
subsections B through I of this section.
2) Step 1: The individual or his authorized representative must file the petition for a hearing
with the chairperson of the LHRC within 10 working days of the director's action or final
decision on the complaint.
a) The petition for hearing must be in writing. It should contain all facts and arguments
surrounding the complaint and reference any section of the regulations that the individual
believes Gateway violated.
b) The human rights advocate or any person the individual chooses may help the individual
in filing the petition. If the individual chooses a person other than the human rights
advocate to help him, he and his chosen representative may request the human rights
advocate's assistance in filing the petition.
3) Step 2: The LHRC chair shall forward a copy of the petition to the director and the human
rights advocate as soon as he receives it. A copy of the petition shall also be forwarded to the
provider's governing body.
4) Step 3: Within five working days, the director shall submit to the LHRC:
a) A written response to everything contained in the petition; and
b) A copy of the entire written record of the complaint.
5) Step 4: The LHRC shall hold a hearing within 20 working days of receiving the petition.
a) The parties shall have at least five working days' notice of the hearing.
b) The director or his designee shall attend the hearing.
c) The individual or his authorized representative making the complaint shall attend the
hearing.
d) At the hearing, the parties and chosen representatives and designees have the right to
present witnesses and other evidence and the opportunity to be heard.
6) Step 5: Within 10 working days after the hearing ends, the LHRC shall give its written
findings of fact and recommendations to the parties and their representatives. Whenever
appropriate, the LHRC shall identify information that it believes the director shall take into
account in making decisions concerning discipline or termination of personnel.
7) Step 6: Within five working days of receiving the LHRC's findings and recommendations,
the director shall give the individual, the individual's chosen representative, the human rights
advocate, the governing body, and the LHRC a written action plan he intends to take to
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respond to the LHRC's findings and recommendations. Along with the action plan, the
director shall provide written notice to the individual about the time frame for the
individual's response pursuant to Step 7 (subsection H of this section) and a statement that if
the individual does not respond that the complaint will be closed. The plan shall not be
implemented for five working days after it is submitted, unless the individual agrees to its
implementation sooner.
Step 7: The individual, his chosen representative, the human rights advocate, or the LHRC
may object to the action plan within five working days by stating the objection and what the
director can do to resolve the objection.
a) If an objection is made, the director may not implement the action plan, or may
implement only that portion of the plan that the individual making the complaint agrees
to, until he resolves the objection as requested or appeals to the SHRC for a decision
under 12VAC35-115-210.
b) If no one objects to the action plan, the director shall begin to implement the plan on the
sixth working day after he submitted it.
Step 8: If an objection to the action plan is made and the director does not resolve the
objection to the action plan to the individual's satisfaction within two working days following
its receipt by the director, the individual may appeal to the SHRC under 12VAC35-115-210.
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Seventeen - The Complaint Resolution, Hearing, And Appeal Processes:
Special Procedures For Emergency Hearings by the LHRC (12 VAC 35-115-190)
1) If the human rights advocate informs the LHRC of a substantial risk that serious and
irreparable harm will result if a complaint is not resolved immediately, the LHRC shall hold
and conclude a preliminary hearing within 72 hours of receiving this information.
2) The director or his designee and the human rights advocate shall attend the hearing. The
individual and his authorized representative may attend the hearing.
3) The hearing shall be conducted according to the procedures in 12VAC35-115-180, but it
shall be concluded on an expedited basis.
4) At the end of the hearing, the LHRC shall make preliminary findings and, if a violation is
found, shall make preliminary recommendations to the director, and Gateway's governing
body.
5) The director shall formulate and carry out an action plan within 24 hours of receiving the
LHRC's preliminary recommendations. A copy of the plan shall be sent to the human rights
advocate, the individual, his authorized representative, and Gateway's governing body.
6) If the individual or the human rights advocate objects within 24 hours to the LHRC findings
or recommendations or to the director's action plan, the LHRC shall conduct a full hearing
within five working days of the objection, following the procedures outlined in 12VAC35115-180. This objection shall be in writing to the LHRC chairperson, with a copy sent to the
director.
7) Either party may appeal the LHRC's decision to the SHRC under 12VAC35-115-210.
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Eighteen - The Complaint Resolution, Hearing, And Appeal Processes:
Special Procedures For LHRC Reviews Involving Consent And Authorization (12 VAC 35
115-200)
1) The individual, his authorized representative, or anyone acting on the individual's behalf may
request in writing that the LHRC review the following situations and issue a decision:
a) If an individual his authorized representative objects at any time to the appointment of a
specific person as authorized representative or any decision for which consent or
authorization is required and has been given by his authorized representative, other than a
legal guardian, he may ask the LHRC to decide whether his capacity was properly
evaluated, the authorized representative was properly appointed, or his authorized
representative's decision was made based on the individual's basic values and any
preferences previously expressed by the individual to the extent that they are known, and
if unknown or unclear in the individual's best interests.
b) Gateway shall take no action for which consent or authorization is required if the
individual objects, except in an emergency or as otherwise permitted by law, pending the
LHRC review.
c) If the LHRC determines that the individual's capacity was properly evaluated, the
authorized representative is properly designated, or the authorized representative's
decision was made based on the individual's basic values and any preferences previously
expressed by the individual to the extent that they are known, or if unknown or unclear in
the individual's best interests, then Gateway may proceed according to the decision of the
authorized representative.
d) If the LHRC determines that the individual's capacity was not properly evaluated or the
authorized representative was not properly designated, then Gateway shall take no action
for which consent is required except in an emergency or as otherwise required or
permitted by law, until the capacity review and authorized representative designation is
properly done.
e) If the LHRC determines that the authorized representative's decision was not made based
on the individual's basic values and any preferences previously expressed by the
individual to the extent known, and if unknown or unclear, in the individual's best
interests, then Gateway shall take steps to remove the authorized representative pursuant
to 12VAC35-115-146.
f) If an individual or his family member has obtained an independent evaluation of the
individual's capacity to consent to treatment or services or to participate in human
research under 12VAC35-115-70, or authorize the disclosure of information under
12VAC35-115-90, and the opinion of that evaluator conflicts with the opinion of
Gateway's evaluator, the LHRC may be requested to decide which evaluation will
control.
g) If the LHRC agrees that the individual lacks the capacity to consent to treatment or
services or authorize disclosure of information, the director may begin or continue
treatment or research or disclose information, but only the appropriate consent or
authorization of the authorized representative. The LHRC shall advise the individual of
his right to appeal this determination to the SHRC under 12VAC35-115-210.
h) If the LHRC does not agree that the individual lacks the capacity to consent to treatment
or services or authorize disclosure of information, the director shall not begin any
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treatment or research, or disclose information without the individual's consent or
authorization, or shall take immediate steps to discontinue any actions begun without the
consent or authorization of the individual. The director may appeal to the SHRC under
12VAC35-115-210 but may not take any further action until the SHRC issues its opinion,
i) If a director makes a decision that affects an individual and the individual believes that
the decision requires his personal consent or authorization or that of his authorized
representative, he may object and ask the LHRC to decide whether consent or
authorization is required,
j) Regardless of the individual's capacity to consent to treatment or services or authorize
disclosure of information, if the LHRC determines that a decision made by a director
requires consent or authorization that was not obtained, the director shall immediately
rescind the action unless and until such consent or authorization is obtained. The director
may appeal to the SHRC under 12VAC35-115-210 but may not take any further action
until the SHRC issues its opinion.
2) Before making such a decision, the LHRC shall review the action proposed by the director,
any determination of lack of capacity, the opinion of the independent evaluator if applicable,
and the individual's or his authorized representative's reasons for objecting to that
determination. To facilitate its review, the LHRC may ask that a physician or licensed
clinical psychologist not employed by the provider evaluate the individual at the provider's
expense and give an opinion about his capacity to consent to treatment or authorize
information.
3) The LHRC shall notify all parties and the human rights advocate of the decision within 10
working days of the initial request.
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Nineteen - State Human Rights Committee Appeals Procedures (12 VAC 35-115-210)
1) Any party may appeal to the SHRC if he is not satisfied with any of the following:
a) An LHRC's final findings of fact and recommendations following a hearing;
b) A director's final action plan following an LHRC hearing;
c) An LHRC's final decision regarding the capacity of an individual to consent to treatment,
services, or research or authorize disclosure of information; or
d) An LHRC's final decision concerning whether consent or authorization is needed for the
director to take a certain action.
2) The steps for filing an appeal are provided below:
a) Step 1: Appeals shall be filed in writing with the SHRC by a party within 10 working
days of receipt of the final action.
i) The appeal shall explain the reasons the final action is not satisfactory.
ii) The human rights advocate or any other person may help in filing the appeal. If the
individual chooses a person other than the human rights advocate to help him, he and
his chosen representative may request the human rights advocate's help in filing the
appeal.
iii) The party appealing must give a copy of the appeal to the other party, the human
rights advocate, and the LHRC.
iv) If the director is the party appealing, he shall first request and get written permission
to appeal from the commissioner or governing body of the provider, as appropriate. If
the director does not get this written permission and note the appeal within 10
working days, his right to appeal is waived.
b) Step 2: If the director is appealing, the individual may file a written statement with the
SHRC within five working days after receiving a copy of the appeal. If the individual is
appealing, the director shall file a written statement with the SHRC within five working
days after receiving a copy of the appeal.
c) Step 3: Within five working days of noting or being notified of an appeal, the director
shall forward a complete record of the LHRC hearing to the SHRC. The record shall
include, at a minimum:
i) The original petition or information filed with the LHRC and any statement filed by >
the director in response;
ii) Parts of the individual's services record that the LHRC considered and any other parts
of the services record submitted to, but not considered by the LHRC that either party
considers relevant;
iii) All written documents and materials presented to and considered by the LHRC,
including any independent evaluations conducted;
iv) A tape or transcript of the LHRC proceedings, if available;
v) The LHRC's findings of fact and recommendations;
vi) The director's action plan, if any; and
vii) Any written objections to the action plan or its implementation.
d) Step 4: The SHRC shall hear the appeal at its next scheduled meeting after the
chairperson receives the appeal.
i) The SHRC shall give the parties at least 10 working days' notice of the appeal
hearing.
ii) The following rules govern appeal hearings:
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(1) The SHRC shall not hear any new evidence.
(2) The SHRC is bound by the LHRC's findings of fact subject to subdivision 3 of
this subsection.
(3) The SHRC shall limit its review to whether the facts, as found by the LHRC,
establish a violation of these regulations and a determination of whether the
LHRC's recommendations or the action plan adequately address the alleged
violation.
(4) All parties and their representatives shall have the opportunity to appear before
the SHRC to present their positions and answer questions the SHRC may have.
iii) The SHRC shall notify the inspector general of the appeal.
iv) If the SHRC decides that the LHRC's findings of fact are clearly wrong or that the
hearing procedures employed by the LHRC were inadequate, the SHRC may:
(1) Send the case back to the LHRC for another hearing to be completed within a
time period specified by the SHRC; or
(2) Conduct its own fact-finding hearing. If the SHRC chooses to conduct its own
fact-finding hearing, it may appoint a subcommittee of at least three of its
members as fact finders. The fact-finding hearing shall be conducted within 30
working days of the SHRC's initial hearing.
(3) In either case, the parties shall have 15 working days' notice of the date of the
hearing and the opportunity to be heard and to present witnesses and other
evidence.
Step 5: Within 20 working days after the SHRC appeal hearing, the SHRC shall submit a
report, its findings of fact, if applicable, and recommendations to the commissioner and
to Gateway's governing body, with copies to the parties, the LHRC, and the human rights
advocate.
Step 6: Within 10 working days after receiving the SHRC's report, Gateway's governing
body shall outline in writing the action or actions they will take in response to the
recommendations of the SHRC. Gateway's governing body shall also explain any reasons
for not carrying out any of the recommended actions. Copies of their responses shall be
forwarded to the SHRC, the LHRC, the director, the human rights advocate, and the
individual.
Step 7: If the SHRC objects in writing to the Gateway's governing body's proposed
actions, or both, their actions shall be postponed. The governing body, or both, shall meet
with the SHRC at its next regularly scheduled meeting to attempt to arrange a mutually
agreeable resolution.
Step 8: The action plan of Gateway's governing body shall be reviewed by the
commissioner. If the commissioner determines that Gateway has failed to develop and
carry out an acceptable action plan, the commissioner shall notify the protection and
advocacy agency and shall inform the SHRC of the sanctions the department will impose
against the provider.
Step 9: Upon completion of the process outlined in subsections B through I of this
section, the SHRC shall notify the parties and the human rights advocate of the final
outcome of the complaint.
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Twenty — Variances (12 VAC 35-115-220)
1) Variances to these regulations shall be requested and approved only when Gateway has tried
to implement the relevant requirement without a variance and can provide objective,
documented information that continued operation without a variance is not feasible or will
prevent the delivery of effective and appropriate services and supports to individuals.
2) On the Director may apply for variances after approval by Gateway's governing body before
consideration by an LHRC or the SHRC.
3) Upon receiving approval from Gateway's governing body and after notifying the human
rights advocate and other interested persons, the director shall file a formal application for
variance with the LHRC. This application shall reference the specific part of these
regulations to which a variance is needed, the proposed wording of the substitute rale or
procedure, and the justification for a variance. The application shall also describe time limits
and other conditions for duration and the circumstances that will end the applicability of the
variance.
4) When the LHRC receives the application, it shall invite, and provide ample time to receive,
oral or written statements about the application from the human rights advocate, individuals
affected by the variance, and other interested persons.
5) The LHRC shall review the application and prepare a written report of facts, which shall
include its recommendation for approval, disapproval, or modification. The LHRC shall send
its report, recommendations, and a copy of the original application to the State Human Rights
Director, the SHRC, and the director making application for the variance.
6) When the SHRC receives the application and the LHRC's report, the SHRC shall do the
following:
a) Invite oral or written statements about the application from Gateway's Director, LHRC,
advocate, and other interested persons by publishing the request for variance in the next
issue of the Virginia Register of Regulations;
b) Notify the inspector general of the request for variance; and
c) After considering all available information, prepare a written decision deferring,
disapproving, modifying, or approving the application. All variances shall be approved
for a specific time period and must be reviewed at least annually.
7) A copy of this decision including conditions, time frames, circumstances for removal, and the
reasons for the decision shall be given to Gateway's Director, the commissioner or governing
body, the state human rights director, the human rights advocate, any person commenting on
the request at any stage, and the LHRC.
8) The decision and reasons shall also be published in the next issue of the Virginia Register of
Regulations.
9) Directors shall implement any approved variance in strict compliance with the written
application as amended, modified, or approved by the SHRC.
10) Gateway shall develop policies and procedures for monitoring the implementation of any
approved variances. These policies and procedures shall specify that at no time can a
variance approved for one individual be extended to general applicability. These policies and
procedures shall assure the ongoing collection of any data relevant to the variance and the
presentation of any later report concerning the variance as requested by the commissioner,
the state human rights director, the human rights advocate, the LHRC or the SHRC.
11) The decision of the SHRC granting or denying a variance shall be final.
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12) Following the granting of a variance, Gateway shall notify all individuals affected by the
variance about the details of the variance.
13) If an individual is in immediate danger due to a Gateway's implementation of these
regulations, Gateway may request a temporary variance pending approval pursuant to the
process described in this section. Such a request shall be submitted in writing to the
commissioner, chairperson of the SHRC, and state human rights director. The commissioner,
chairperson of the SHRC, and state human rights director shall issue a decision within 48
hours of the receipt of such a request.

Human Rights Policies & Procedures ~ Page 41 of 45

Twenty-One - Reporting Requirements To The Department of Mental Health (12 VAC
35-115-230)
1) Gateway Homes shall collect, maintain, and report the following information concerning
abuse, neglect, and exploitation.
a) The Director or designee shall report each allegation of abuse or neglect to the assigned
Human Rights Advocate within 24 hours from the receipt of the allegation.
b) The investigating authority shall provide a written report of the results of the
investigation of abuse or neglect to the Director and Human Rights Advocate within ten
working days from the date the investigation began unless an exemption has been granted
by the Department. This report shall include but not be limited to the following:
i) Whether abuse, neglect, or exploitation occurred;
ii) Type of abuse, and;
iii) Whether the act resulted in physical or psychological injury.
2) Gateway Homes shall collect, maintain, and report the following information concerning
deaths and serious injuries as indicated in the Incident Reporting Policy.
a) Gateway Homes shall report deaths and serious injuries in writing to the Department
within 24 hours of discovery and by telephone to the legally authorized representative, as
applicable, within 24 hours.
b) All reports of death and serious injuries shall include but not be limited to the following:
i) Date and place of death/injury;
ii) Nature of injuries and treatment required, and;
iii) Circumstances of death/serious injury.
3) Gateway shall collect, maintain, and report the following information concerning human
rights activities:
a) The Director shall provide to the Human Rights Advocate and the Local Human Rights
Committee information on the type, resolution level and findings of each complaint of a
human rights violation and the implementation of variances in accordance with the
LHRC meeting schedule or as requested by the advocate.
b) The Director shall provide to the Human Rights Advocate and the LHRC, at least
monthly, reports regarding the implementation of any variances.
4) Reports required under this section shall be submitted to the Department on forms or in an
automated format or both developed by the Department.
5) The Department shall compile all data reported under this section and make this data
available to the public and the Inspector General upon request.
a) The Department shall provide the compiled data in writing or by electronic means.
b) The department shall remove all provider-identifying information and all information that
could be used to identify a person as an individual receiving services.
6) In the reporting, compiling, and releasing of information and statistical data provided under
this section, the department and Gateway Homes shall take all measures necessary to ensure
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that any individual-identifying information is not released to the public, including encryption
of data transferred by electronic means.
7) Nothing in this section is to be construed as requiring the reporting or proceedings, minutes,
records, or reports of any committee or nonprofit entity providing a centralized credentialing
service, which are identified as privileged pursuant to 8.01-581.17 of the Code of Virginia.
8) Gateway Homes shall report to the Department of Health Professions, Enforcement Division,
violations of these regulations that constitute reportable conditions under 54.1-2906 of the
Code of Virginia.
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Twenty-Two - Miscellaneous Responsibilities and Duties (12VAC35-115-250)
1) Gateway' s Director shall
a) Identify a person or persons accountable for helping individuals to exercise their rights
and resolve complaints regarding services.
b) Comply with all state laws governing the reporting of abuse and neglect and all
procedures set forth in these regulations for reporting allegations of abuse, neglect, or
exploitation.
c) Require competency-based training on these regulations upon employment and at least
annually thereafter. Documentation of such competency shall be maintained in the
employee's personnel file.
d) Take all steps necessary to assure compliance with these regulations in all services
provided.
e) Communicate information about the availability of a human rights advocate to
individuals and authorized representatives.
f) Assure one LHRC affiliation within the region as defined by the SHRC. The SHRC may
require multi-site providers to have more than one LHRC affiliation within a region if the
SHRC determines that additional affiliations are necessary to protect individuals' human
rights.
g) Assure that the appropriate staff attend LHRC meetings in accordance with the LHRC
meeting schedule to report on human rights activities, to impart information to the LHRC
at the request of the human rights advocate or LHRC, and discuss specific concerns or
issues with the LHRC.
h) Cooperate with the human rights advocate and the LHRC to investigate and correct
conditions or practices interfering with the free exercise of individuals' human rights and
make sure that all employees cooperate with the human rights advocate and the LHRC in
carrying out their duties under these regulations. Notwithstanding the requirements for
complaints pursuant to Part V (12YAC35-115-150 et seq.) of this chapter, the provider
shall submit a written response indicating intended action to any written recommendation
made by the human rights advocate or LHRC within 15 days of the receipt of such
recommendation.
i) Provide the advocate unrestricted access to individuals and individual services records
whenever the human rights advocate deems access necessary to carry out rights
protection, complaint resolution, and advocacy.
j) Submit to the human rights advocate for review and comment any proposed policies,
procedures, or practices that may affect individual human rights.
k) Comply with requests by the SHRC, LHRC, and human rights advocate for information,
policies, procedures, and written reports regarding compliance with these regulations.
1) Name a liaison to the LHRC, who shall give the LHRC suitable meeting
accommodations, clerical support and equipment, and assure the availability of records
and employee witnesses upon the request of the LHRC. Oversight and assistance with the
LHRC's substantive implementation of these regulations shall be provided by the SHRC.
See subsection E of this section.
m) Submit applications for variances to these regulations only as a last resort.
n) Post in program locations information about the existence and purpose of the human
rights program.
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o) Not influence or attempt to influence the appointment of any person to an LHRC
associated with the provider or director.
p) Perform any other duties required under these regulations.
2) Gateway employees, as a condition of employment shall:
a) Become familiar with these regulations, comply with them in all respects, and help
individuals understand and assert their rights.
b) Protect individuals from any form of abuse, neglect, or exploitation (i) by not abusing,
neglecting or exploiting any individual; (ii) by not permitting or condoning anyone else
abusing, neglecting, or exploiting any individual; and (iii) by reporting all suspected
abuse, neglect, or exploitation to the director. Protecting individuals receiving services
from abuse also includes using the minimum force necessary to restrain an individual.
c) Cooperate with any investigation, meeting, hearing, or appeal held under these
regulations. Cooperation includes giving statements or sworn testimony.
d) Perform any other duties required under these regulations.
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Gateway Homes, Inc
Policy and Procedures
Category: Program Operations
Title: Mission Statement
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-570
Number: 570
Pages: 1
Attachments:
Form 570 Mission, Vision, Values
Current Strategic Plan 2014-2016
Form 620.0 2013 Gateway Homes Client
Satisfaction Assessment

I. Purpose: The purpose of this policy is to establish procedures for Gateway's mission
statement.
II. Policy: Gateway Homes' Board of Directors will have a mission statement that clearly
identifies the agency's philosophy, purpose, and goals.
III. General Guidance And Procedures:
1. Gateway's Board of Directors will develop, review, and update Gateway's mission statement at
least every three years.
2. Gateway's mission will be published on its website, in its brochures, on its Facebook, and
included as an attachment for each Service Description.

IV. Current Mission, Vision, & Values Statement: See Form 570 Mission Statement.

Page 1

Guided by our mission, vision, and values, our strategic plan has
^ three overarching goals: ( 1 i enhancing community partnerships;
' ( 2 ) ensanitv financial resiliency; and 131 strengthening

(what we do) To provide a transitional residential program for adults with mental

illness who are striving for independence.
(what we strive to achieve) To make recovery a reality for adults with mental illness
yyir Valves ~ T

(how we do what we do)

Treating individuals with serious mental illness requires specialized and
compassionate care. Gateway is strongly committed to providing continuing
professional development for staff to enhance their expertise in mental health
and program effectiveness and to increase their understanding of the
individuals they support.

Collaboration is a critical component of Gateway's success. We benefit our
community by sharing our expertise with others. We leverage our impact
through relationships with health planning regions, community service
boards, state hospitals, local universities and other human service agencies.
Our donors are integral partners in our mission to make recovery a reality for
persons with mental illness.

Gateway recognizes that successful treatment of serious mental illness
requires a thoughtful and person-centered approach to every situation. We
encourage staff, residents, families and community partners to bring forth
creative options for consideration to ensure successful recovery.

Charting Our Future page 1

Current Strategic Plan 2014-2016
°bjeCtiVe

Responsible Party

Time Frame

Assessment
—

Enhancing Community
Partnerships
Continue contract with Health
Planning Region II in providing a
self-sustaining residential
treatment program
Continue to maintain
relationships with the Dept. of
Behavioral Health and Health
Planning Region IV to create a
plan for the need for community
based housing and treatment
services.
Continue to maintain
relationships with Virginia
Housing Development Authority.
Continue to develop and maintain
relationships with colleges and
universities as a primary
internship site for students from a
broad array of clinical disciplines.

Executive Director and Board Clinical
Committee

2016

Executive Director.

Ongoing

Executive Director

Ongoing

Executive Director

Ongoing

1

^

Current Strategic Plan 2014-2016
°bjeCtive

Responsible Party

Time Frame

Establish a family advisory board
to provide input and guidance for
programming and activities.

Executive Director and Board Clinical
Committee

January 2015

Assess the feasibility of
developing an internship position
focusing on vocational
advancement of residents.

Executive Director and Board Clinical
Committee

September 2014

Assess the feasibility of
implementing a second
Psychosocial Rehabilitation
Program at a different location
from Chesterfield campus.

Executive Director, Finance Director,
Board Clinical Committee

October 2014

Director of Finance, Board Finance
Committee

January 2014

Increasing Financial Resiliency
Establish a percentage of annual
operating expenses to be placed in
forward funding annually.
Develop a comprehensive annual
fundraising plan each year with
strategies for donor retention, new
donor acquisition and recapture of
lapsed donors.
Engage all board members in
fundraising and donor relations.

Director of Development and Board
Development Committee

Director of Development and Board
Development Committee
2

Annually/Ongoing

Ongoing

Assessment

Current Strategic Plan 2014-2016
°bjeCth e

Responsible Party

Time Frame

Maximize and cultivate
Director of Development and Board
relationship potential through
Development Committee
timely and effective interactions
with current and prospective
donors
Study the effects of new licensing Executive Director and Finance Director
standards, changes in Medicaid
reimbursement and changes in
definition of services provided as
impacting financial resources.
Establish a marketing committee
that focuses on techniques for
enhancing Gateway's visibility to
donors

Strengthening Organizational
Infrastructure
Ensure the board membership is
representative of the communities
served. Assess the skill sets that
are currently needed by newBoard members.
Create and implement a
succession plan for Board

Board Governance Committee and
Development Committee

Board Governance Committee

Board governance Committee

3

Ongoing.

September 2014

March, 2014

March 2014

September 2014

Assessment

Current Strategic Plan 2014-2016
Responsible Party

officers.
Review and restructure staffing
patterns consistent with new
licensing requirements
Provide ongoing Board education
and development.
Policies and procedures are
comprehensive, consistent with
best practice, current and
reviewed at least every two years.
Current Succession plans are in
place for all key staff.
Job duties include cross-coverage
for all essential tasks.
Establish a process for ensuring
reserve funding for replacement is
sufficient and budgeted.
The information technology plan
will provide for current and future
needs with recommendations for
advancement of technology.
Program evaluation will be
designed and implemented
Annually including resident
satisfaction survey

Time Frame

Executive Director

January 2014

Board Governance Committee

Ongoing

Board Governance Committee

January 2014
'

Executive Director and Director of
Ancillary Services
Executi ve Director

June 2014

Director of Finance and Board Finance
Committee

March 2014

Executive Director and Director of
Ancillary Services.

Executive Director and Board Clinical
Committee

4

June 2014

May 2014

November 2014

Assessment

Current Strategic Plan 2014-2016
Objective

Responsible Party

& WO I analysis will be conducted Executive Director
with residents on an annual basis.

Include peer support as an
integral component of
programming and involve peer
lead activities in programming.

Executive Director and Board Clinical
Committee

Time Frame

October 2014

January 2014

Assessment

;

Gateway Homes, Inc.
Supervisor Job Description
Job Title:
Program Supervisor
Program/Department: Group Home
Supervisor: Lynda J. Hyatt, Ph.D
Date: June 1,2011

Title: Clinical Director

Position Summary:
This position is responsible for providing supervision of residential support staff and residential counselors.
This position also provides mental health support to individuals with serious mental illness in an intensive,
community-based residential treatment program. The position is exempt from the Fair Labor Standards Act and
is subject to the personnel policies of Gateway Homes and reports to the Clinical Director.
Duties and Responsibilities:
• Keep current with all mandatory training requirements including CPR, First Aid, TOVA, and Driver's
Education & Safety
• Participate in clinical meetings
• Provide supervision to staff as needed
• Prepare monthly staffing schedule and monitor for compliance
> Participate in employee interview process
• Prepare employee performance evaluations in accordance with Gateway's personnel policies
• Complete required written documentation including but not limited to resident contacts, individual sessions,
family contacts, and professional contacts
• Reviews all ISP's for clinical issues and accuracy
• Provide Mental Health Support to residents as specified by their Individual Service Plan
• Meet with residents individually to work on ISP goals and document progress
• Assist residents in the verification of benefits with SSA, Medicaid, Medicare, Food Stamps, insurance,
payee status, etc.
• Assist residents with transitional activities as deemed appropriate
• Assist residential support staff in providing direct care and supervision as needed
• Assist the Clinical Director in maintaining standards and regulations that are required by the program.
• Provide transportation as deemed necessary
Minimum Knowledge, Skills, And Abilities:
• Knowledge of the characteristics and concepts of mental health, health disorders and related physical
conditions and treatment approaches for persons with serious mental illness
• Knowledge of simple nursing care, first-aid, behavioral management, personal and environmental hygiene
• Ability to implement and follow policies and procedures of the DBHDS and Gateway Homes
• Ability to engage in the care, training, and rehabilitation of seriously mentally ill clients
• Ability to provide basic personal care and hygiene
>
Ability to perform established training, care, and programmatic activities
> Ability to teach clients eating, bathing, dressing, grooming, and other self-care skills
Job Description Page 1

•
®
•
©
•

Ability to participate with professional staff in the design and implementation of training and programmatic
activities
Ability to observe the rights and personal dignity of others
Ability to observe, record, and report clients' behavior, attitude, and physical condition
Ability to perform simple math and communicate effectively, both orally and in writing
Ability to maintain effective working relationships with clients and other employees

Required Experience or professional qualifications:
Qualifications: Education equivalent to graduation from college with a major in human services
and at least 21 years of age. Applicant must be a Qualified Mental Health Provider.

•

Minimum

•

Experience: Two years of full-time or equivalent part-time paid or volunteer experience in the care of
persons with serious mental illness and supervisory experience.

I have received and reviewed a copy of my job description for a Program Supervisor at Gateway Homes.

Employee's Signature

Date
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Gateway Homes, Inc.
Residential Counselor Job Description

Job Title:
Residential Counselor
Program/Department: Group Home
Supervisor:
Date: June 1,2011

Title: Program Supervisor

Position Summary:
This position is responsible for providing case management and mental health support services to individuals
with serious mental illness in an intensive, community-based residential treatment program. The position is
exempt from the Fair Labor Standards Act and is subject to the personnel policies of Gateway Homes and
reports to the Program Supervisor.
Duties and Responsibilities:
• Keep current with all mandatory training requirements including CPR, First Aid, TOYA, and Driver's
Education & Safety
• Participate in clinical meetings
• Complete required written documentation including but not limited to resident contacts, individual sessions,
family contacts, and professional contacts
-» Assist residents in obtaining appropriate documentation such as birth certificates, picture ID, SS cards, etc.
t Prepare initial and reviews of residents' Individual Service Plans (ISPs)
• Assist residents in the attainment of benefits with SSA, Medicaid, Medicare, Food Stamps, insurance, payee
status, etc.
• Complete admission intake paperwork for new admissions
• Involve residents in community activities as appropriate
• Provide Mental Health Support to residents as specified by their Individual Service Plan
• Assist the Program Supervisor in maintaining standards and regulations that are required by the program.
• Assist residential support staff in providing direct care and supervision as needed.
• Provide transportation as deemed necessary
Minimum Knowledge, Skills, And Abilities:
• Knowledge of the characteristics and concepts of mental health, health disorders and related physical
conditions and treatment approaches for persons with serious mental illness
• Knowledge of simple nursing care, first-aid, behavioral management, personal and environmental hygiene
• Ability to implement and follow policies and procedures of the DBHDS and Gateway Homes
• Ability to engage in the care, training, and rehabilitation of seriously mentally ill clients
• Ability to provide basic personal care and hygiene
• Ability to perform established training, care, and programmatic activities
• Ability to teach clients eating, bathing, dressing, grooming, and other self-care skills
• Ability to participate with professional staff in the design and implementation of training and programmatic
activities
- Ability to observe the rights and personal dignity of others
• Ability to observe, record, and report clients' behavior, attitude, and physical condition
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Ability to perform simple math and communicate effectively, both orally and in writing
Ability to maintain effective working relationships with clients and other employees

Required Experience or professional qualifications:
•

Minimum Qualifications: Education equivalent to graduation from college with a major in human services
and at least 21 years of age. Applicant must meet the criteria as a Qualified Mental Health Provider.

®

Experience: One year of full-time or equivalent part-time paid or volunteer experience in the care of
persons with serious mental illness.

I have received and reviewed a copy of my job description for a Residential Counselor at Gateway Homes.

Employee's Signature

Date
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Gateway Homes, Inc.
Direct Care Job Description
Job Title:
Residential Support Staff
Program/Department: Group Home
Supervisor:
Date: June 1,2011

Title: Program Supervisor

Position Summary:
This position is responsible for providing direct care to individuals with serious mental illness in an Intensive,
Community-based, residential treatment program. The position is non-exempt from the Fair Labor Standards
Act and is subject to the personnel policies of Gateway Homes and reports to the Program Supervisor.
Duties and Responsibilities:
• Keep current with all mandatory training requirements including CPR, First Aid, TOVA, and Driver's
Education & Safety
• Administer and monitor medication as prescribed
• Assist residents with meal planning, grocery shopping and meal preparation
• Assist residents in obtaining appropriate documentation such as birth certificates, picture ID, SS cards, etc.
• Assist residents with activities of daily living
•» Assist the Program Supervisor in maintaining standards and regulations that are required by the program.
• Provide transportation as deemed necessary
Minimum Knowledge. Skills. And Abilities:
• Knowledge of the characteristics and concepts of mental health, health disorders and related physical
conditions and treatment approaches for persons with serious mental illness
• Knowledge of simple nursing care, first-aid, behavioral management, personal and environmental hygiene
• Ability to implement and follow policies and procedures of the DBHDS and Gateway Homes
• Ability to engage in the care, training, and rehabilitation of seriously mentally ill clients
• Ability to provide basic personal care and hygiene
• Ability to perform established training, care, and programmatic activities
• Ability to teach clients eating, bathing, dressing, grooming, and other self-care skills
• Ability to participate with professional staff in the design and implementation of training and programmatic
activities
• Ability to observe the rights and personal dignity of others
• Ability to observe, record, and report clients' behavior, attitude, and physical condition
• Ability to perform simple math and communicate effectively, both orally and in writing
• Ability to maintain effective working relationships with clients and other employees

Job Description Page 1

Required Experience or professional qualifications:
•

Minimum Qualifications: Education equivalent to graduation from high school and at least 21 years of age.
Applicant must be certified through the Medication Registry as required by the Board of Nursing.

•

Experience: One year of full-time or equivalent part-time paid or volunteer experience in the care of
persons with serious mental illness.

I have received and reviewed a copy of my job description for a Residential Support Staff at Gateway Homes.

Employee's Signature

Date
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Gateway Homes, Inc
Policy and Procedures
Category: Program Operations
Title: Service Description
Issued: June 2004
Revised: June 2011; April, 2014

Reference: 12VAC 35-105-580
Number: 580
Pages: 1
Attachments:
Form 580 Group Home
Form 580.1 Psychosocial Rehabilitation
Form 580.2 Mental Health Skills Building
Services
Form 580.3 Outpatient Services
Form 580.4 Supervised Living Residential

I. Purpose: The purpose of this policy is to establish procedures for maintaining a description of
Gateway's services.
II. Policy: Gateway Homes' services will be consistent with its mission, vision, and values.
Service descriptions will reflect actual services provided and be made available for public
review.
III. General Guidance And Procedures:
1. Service Description: Gateway will maintain a written description of all of the services it offers
which, at a minimum includes:
i)
Goals and objectives of the service;
ii)
Care, treatment, training, or other supports provided by the service;
iii)
Characteristics and needs of the population served;
iv)
Contracted services, if any;
v)
Admission, continued stay, and exclusion criteria;
vi)
Termination of treatment and discharge or transition criteria; and
vii)
Type and role of employees and contractors.
2. Review Of Services : Services will be reviewed annually by Board of Director's Clinical
Committee to ensure each service offers a structured program of care designed to meet the
identified individual's physical and emotional needs, provides the appropriate level of
protection, guidance, supervision, socialization, and meets the objectives of the services plan.
3. Revision Of Service Description: The Clinical Director will revise a service description prior to
implementing any changes to that service.
4. Public Access: Gateway will maintain a current description of its services on its website and
will provide the public with a written description of services upon request.
Service Description Page 1

Group Home
Service Description
Goal — Help adults with serious mental illness achieve the highest level of independence possible
in a community setting.

Care, Treatment, Training, or Other Supports Provided - Intensive, 24 hour supervision in
an eight bed licensed residential setting; skills training in the activities of daily care; mental
health support services, psychosocial rehabilitation; case management; transportation;
medication administration; nursing, psychiatric and pharmaceutical services.
Characteristics and needs of the population served - The clients served in this program are at
high risk for psychiatric destabilization and relapse and have specialized and intensive treatment
needs. This population typically presents active positive symptoms of psychosis including
hallucination, delusions, severe thought disorder of long duration, long-term negative symptoms
of serious mental illness including interpersonal withdrawal and lack of motivation. They may
experience extreme anxiety, depression, and/or mania which severely impairs their ability to
function outside of hospital settings.
Contracted services - Psychiatric, laboratory, and pharmacy services.
Admission, Continued Stay, and Exclusion Criteria - All clients must be approved for
admission by the Regional Uti lization Group Aftercare managers Committee of Health Planning
Region II and be diagnosed with major mental illness. Clients may remain in the program for as
long as they require this level of service.
Termination of Treatment and Discharge or Transition Criteria - Clients will be discharged
from the service upon their request. When clinically appropriate and approved by Regional
Utilization Group Aftercare Managers Committee of Health Planning Region II, clients will
transition to supportive living programs in the community to provide opportunities for increased
levels of independence. Clients may be terminated from services if they engage in the following
behaviors: using alcohol or drugs; possessing weapons of any type; threatening or engaging in
physical harm toward others; destroying property; and illegal activities that violate local, state
and federal laws.
Type and Role of Employees and Contractors - Residential specialists providing 24 hour
supervision, assistance with daily care, and medication administration; Residential counselors
providing supervision, skills training, medication administration, mental health support, case
management, psychosocial rehabilitation, and transportation; Nursing staff providing supervision
of medication administration and general health care; Psychiatrist providing psychiatric care and
medication management; and Pharmacy providing pharmaceutical services.

Form 580 Group Home Service Description

Psychosocial Rehabilitation
Service Description
Goal - Help adults with serious mental illness achieve the highest level of independence possible
in a community setting.

Care, Treatment, Training, or Other Supports Provided — Psychosocial rehabilitation
promotes recovery, self-sufficiency, community integration, and improved quality of life for
persons with a serious mental illness. It includes a range of social, recreational , psychoeducational, prevocational, behavioral, and cognitive interventions for enhancing their recovery.
Its goal is to help individuals develop skills and access resources needed to increase their
capacity to be successful and satisfied in the living, working, learning, and social environments
of their choice.
Characteristics and needs of the population served - Individuals with serious mental illness
who demonstrate a clinical necessity for the service arising from a condition due to mental,
behavioral, or emotional illness that results in significant functional impairments in major life
activities. Individuals have at least two of the following on a continuing or intermittent basis:
have difficulty in establishing or maintaining normal interpersonal relationships to such a degree
that they are at risk of hospitalization or homelessness because of conflicts with family or
community; require help in basic living skills, such as maintaining personal hygiene, preparing
food and maintaining adequate nutrition, or managing finances to such a degree that health or
safety is jeopardized; exhibit such inappropriate behavior that repeated interventions by the
mental health, social services, or judicial system are necessary; or exhibit difficult}' in cognitive
ability such that they are unable to recognize personal danger or significantly inappropriate
social behavior.
Contracted services — None.
Admission, Continued Stay, and Exclusion Criteria - Clients living in Gateway's residential
programs, receiving community support services from Gateway, or referred by state psychiatric
hospitals for day treatment are eligible for these services. Additionally, they must have
experienced long-term or repeated psychiatric hospitalizations, lack daily living skills and
interpersonal skills, have a limited or non-existent support system, be unable to function in the
community without intensive intervention, or require long-term services to be maintained in the
community.
Termination of Treatment and Discharge or Transition Criteria - Clients will be discharged
from the service upon their request, if they no longer need services, when they stop participating
in the services, and may be discharged if they engage in the following behaviors: using alcohol
or drugs; possessing weapons of any type; threatening or engaging in physical harm toward
others; destroying property; and illegal activities that violate local, state or federal law.

Form 580.1 Psychosocial Rehabilitation Service Description

Type and Role of Employees and Contractors - Services are provided by qualified mental
health professionals and supervised by a licensed or licensed eligible mental health professional.

Form 580.1 Psychosocial Rehabilitation Service Description

Mental Health Skills Building Services
Service Description
Goal - Help adults with serious mental illness achieve the highest level of independence possible
in a community setting.
Care, Treatment, Training, or Other Supports Provided - Mental health skills building are
training and support to enable individuals with significant psychiatric functional limitations to
achieve and maintain community stability and independence in the most appropriate, least
restrictive environment.
Characteristics and needs of the population served - Individuals demonstrate a clinical need
for the service arising from a condition due to mental, behavioral, or emotional illness that
results in significant functional impairments in major like activities and affects their ability to
remain stabilized in the community. Individuals meet at least two of the following criteria on a
continuing or intermittent basis: have difficulty in establishing or maintaining normal
interpersonal relationships to such a degree that they are at risk of hospitalization, homelessness,
or isolation from social supports; exhibit such inappropriate behavior that repeated interventions
by the mental health, social services, or judicial system are necessary; exhibit difficulty in
cognitive ability such that they are unable to recognize personal danger or recognize significantly
inappropriate social behavior; require help in basic living skills, such as maintaining personal
hygiene, preparing food and maintaining adequate nutrition, or managing finances to such a
degree that health or safety is jeopardized.
Contracted services - None.
Admission, Continued Stay, and Exclusion Criteria — Clients living in Gateway's residential
programs, receiving community support services from Gateway, or referred by state psychiatric
hospitals for day treatment are eligible for these services. Additionally, they must have
experienced long-term or repeated psychiatric hospitalizations, lack daily living skills and
interpersonal skills, have a limited or non-existent support system, be unable to function in the
community without intensive intervention, or require long-term services to be maintained in the
community.
Termination of Treatment and Discharge or Transition Criteria - Clients will be discharged
from the service upon their request, if they no longer need services, when they stop participating
in the services, and may be discharged if they engage in the following behaviors: using alcohol
or drugs; possessing weapons of any type; threatening or engaging in physical harm toward
others; destroying property; and illegal activities that violate local, state or federal law.
Type and Role of Employees and Contractors - Services are provided by qualified mental
health professionals and supervised by a licensed or licensed eligible mental health professional.

Form 580.2 Mental Health Skills Building Service Description

Outpatient Services
Service Description
Goal - Help adults with serious mental illness achieve the highest level of independence possible
in a community setting.

Care, Treatment, Training, or Other Supports Provided - Outpatient services include
psychiatric, nurse practitioner, therapy and psychological services as requested by the individual.
Characteristics and needs of the population served — The clients served in this program are at
high risk for psychiatric destabilization and relapse and have specialized and intensive treatment
needs. This population typically presents active positive symptoms of psychosis including
hallucination, delusions, severe thought disorder of long duration, long-term negative symptoms
of serious mental illness including interpersonal withdrawal and lack of motivation. They may
experience extreme anxiety, depression, and/or mania which severely impairs their ability to
(unction outside of hospital settings.
Contracted services - Pharmacy services.
Admission, Continued Stay, and Exclusion Criteria — Clients living in Gateway's residential
programs, receiving community support services from Gateway, or referred by state psychiatric
hospitals for day treatment are eligible for these services. Additionally, they must have
experienced long-term or repeated psychiatric hospitalizations, lack daily living skills and
interpersonal skills, have a limited or non-existent support system, be unable to function in the
community without intensive intervention, or require long-term services to be maintained in the
community.
Termination of Treatment and Discharge or Transition Criteria — Clients will be discharged
from the service upon their request, if they no longer need services, when they stop participating
in the services, and may be discharged if they engage in the following behaviors: using alcohol
or drugs; possessing weapons of any type; threatening or engaging in physical harm toward
others; destroying property; and illegal activities that violate local, state or federal law.
Type and Role of Employees and Contractors - Nurse Practitioner providing general health
care; Psychiatrist providing psychiatric care and medication management; Pharmacy providing
pharmaceutical services; Therapist providing individual therapy sessions; Psychologist providing
individualized assessments; and Dietician providing nutritional and health related consultation

Form 580.3 Outpatient Services Service Description

Supervised Living Residential
Service Description
Goal - Help adults with serious mental illness achieve the highest level of independence possi ble
in a community setting.

Care, Treatment, Training, or Other Supports Provided - Intensive, 24 hour supervision in a
fifteen bed licensed setting and a twenty-five bed apartment program with 24 hour on call
availability; skills training in the activities of daily care; mental health skills building services,
psychosocial rehabilitation; case management; transportation; medication administration;
nursing, and pharmaceutical services.
Characteristics and needs of the population served — The clients served in this program are at
high risk for psychiatric destabi1ization and relapse and have specialized and intensive treatment
needs. This population typically presents active positive symptoms of psychosis including
hallucination, delusions, severe thought disorder of long duration, long-term negative symptoms
of serious mental illness including interpersonal withdrawal and lack of motivation. They may
experience extreme anxiety, depression, and/or mania which severely impairs their ability to
function outside of hospital settings.
Contracted services —Pharmacy services.
Admission, Continued Stay, and Exclusion Criteria - Clients living in Gateway's residential
programs, receiving community support services from Gateway, or referred by state psychiatric
hospitals for day treatment are eligible for these services. Additionally, they must have
experienced long-term or repeated psychiatric hospitalizations, lack daily living skills and
interpersonal skills, have a limited or non-existent support system, be unable to function in the
community without intensive intervention, or require long-term services to be maintained in the
community.
Termination of Treatment and Discharge or Transition Criteria - Clients will be discharged
from the service upon their request. Clients may transition to supportive living programs in the
community to provide opportunities for increased levels of independence. Clients may be
terminated from services if they engage in the following behaviors: using alcohol or drugs;
possessing weapons of any type; threatening or engaging in physical harm toward others;
destroying property; and illegal activities that violate local, state and federal laws.
Type and Role of Employees and Contractors - Support specialists providing supervision,
assistance with daily care, and medication administration; Nursing staff providing supervision of
medication administration and general health care; Psychiatrist providing psychiatric care and
medication management; and Pharmacy providing pharmaceutical services.

Form 580.4 Supervised Living Residential

Gateway Homes, Inc
Policy and Procedures
Category: Program Operations
Title: Staffing Plan and Program of Care
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-590; 22VAC40-72-40
Number: 590
Pages: 2
Attachments:
Form 590 Group Home Staffing Plan & Job
Description
Form 590.2 PSR Staffing Plan & Job Description
Form 590.3 CMHSS Staffing Plan & Job
Description
Form 590.4 Outpatient Services
Form 590.5 Supervised Living Residential

I. Purpose: The purpose of this policy is to establish procedures for designing and implementing
a staffing plan and program of care for each service.
II. Policy: Gateway Homes' staffing plan, program of care, and accompanying job descriptions
will meet the needs of the population served, be consistent with the types of services offered
and the service description, and provide adequate for the number of people served.
III. General Guidance And Procedures:
1. Staffing Plan And Program Of Care: Gateway will have a staffing plan with job descriptions
for each service which:
i)
Includes the type and role of employees and contractors;
ii)
Reflects the physical, mental, emotional, and psychosocial needs of the population
being served;
iii)
Reflects the type of services offered;
iv)
Is consistent with the service description;
v)
Is adequate for the number of people being served; and
vi)
In assisted living facilities and group homes
(a)
provide protection, guidance and supervision;
(b)
promote a sense of security and self-worth; and
(c)
promote residents' involvement with appropriate community resources.
2. Transition Plan: Gateway will develop a transition plan for new services, added locations, and
changes in capacity.
3. Supervision: The staffing plan with job descriptions will describe how employees, volunteers,
contractors, and students are supervised. Supervision will be provided by a QMHP under the
Staffing Plan Page 1

direction of an LMHPE, or by an LMHP. Each supervisor is responsible for providing
supervision consistent with each employee's level of experience, job duties, and professional
development goals. The supervision will be documented on Form 410.3 Supervision and
maintained in the employees' personnel record.
Staff Scheduling: Each staff member is responsible for submitting paid time off requests to her
or his supervisor bv the 15th day of the month preceding the month in which the paid time off
will be used. The supervisor will forward approved requests to the Logistics Manger, or
designee, so that alternative staffing coverage can be arranged in a timely manner.
Individuals With Special Needs: To meet the needs of individuals with specialized needs,
Gateway will employ or contract with persons with appropriate training in nursing, speech,
language, or hearing to assist with initial assessments, developing individualized services plans,
managing crises, providing staff training, and/or designing services.

Staffing Plan Page 2 of 2

Group Home Staffing Plan

Evening
Shift

Residential
Specialist
Residential
Counselor

Residential
Specialist
Residential
Counselor

Residential
Specialist
Residential
Counselor

Residential
Specialist

Residential
Specialist

Residential
Specialist

Residential
Specialist

Specialist

Residential
Specialist

Residential
Specialist

Residential
Specialist

Residential
Specialist

Residential
Specialist

Residential
Specialist

Night
Shift

Total

9.78
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Form 590 Group Home Staffing Plan
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Psychosocial Rehabilitation
Staffing Plan
The staffing plan shall include employees who are qualified mental health professional and meet
all other qualifications outlined in the position description for psychosocial rehabilitation
services. Position descriptions are developed for each site depending upon the organizational
structure and the services provided at that location. All employees must have experience in
working with individuals with severe and persistent mental illness.
The number of individuals served per position varies with the intensity of the service needs of
the clients.
Supervision is provided by a Qualified Mental Health Provider who may also be licensed by the
Board of Health Professions. Supervisors are involved in the selection and performance
evaluation of staff. Supervisors will meet with each staff at least monthly to review pertinent
clinical and administrative issues. Additionally supervisors will have routine supervisory
meetings of all staff to ensure heightened communication and to address any issues or concerns.

Form 590.2 PSR Staffing Plan

Mental Health Skills Building Services
Staffing Plan
The staffing plan shall include employees who are qualified mental health professionals and
meet all other qualifications as outlined in the position description. Position descriptions are
developed for each site depending upon the organizational structure and the services provided at
that location. All employees must have experience in working with individuals with severe and
persistent mental illness.
The number of individuals served per position varies with the intensity of the service needs of
the clients.
Supervision is provided by a Qualified Mental Health Provider who may also be licensed by the
Board of Health Professions. Supervisors are involved in the selection and performance
evaluation of staff. Supervisors will meet with each staff at least monthly to review pertinent
clinical and administrative issues. Additionally supervisors will have routine supervisory
meetings of all staff to ensure heightened communication and to address any issues or concerns.

Form 590.3 MHSBS Staffing Plan
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SERVICE MODIFICATION APPLICATION FOR OUTPATIENT SERVICES
Staffing Plan
i he Executive and Clinical Director provides oversight, supervision and management of the
campus and programming. Lynda Hyatt, Ph.D. is a Licensed Clinical Psychologist and has served
as ihe Clinical Director of the program since June 2, 2007. The Board of Directors promoted her
to tne position of Executive Director In March, 2013.
f he sirfifing plan for Outpatient Services is as follows:
Psychiatrist - available for appointments each Tuesday afternoon from 4:00 - 7:30 and sees
^ J' duao in offic- sp^ce allocated at the Supported Living Center. The psychiatrist is on calf 7
days per week for staffing questions or issues.
Nurse Practitioner - not currently employed but will be available 20 hours per week to provide
triage, set appointments, write prescriptions, review labs and consult on holistic health related
issues for individuals seeking this service. Space is allocated at the Supported Living Center for
this function.

Registered Dietician - provides assessments quarterly to individuals who are recommended bv
"'e pSycmdtnst °r the PCP or bV anV individual who requests these sen/ices due to health
concerns or dietary concerns.

'

licensed OWc* Rsychologisf - provides monthly sendees for assessment: and evaluation for
moividudls seeking treatment or for Medlcad approved services.
therapists - therapy is scheduled with LMHP or LMHP-E as requested by individuals who feel
mey would benefit from weekly intervention. Each of four therapists has six hours of fherapy
sessions available per week. Sessions are arranged based on the schedule of the individual and
the therapist.
" "
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Gateway Homes, lac.
Psychiatrist
Job Description

_

Title: Psychiatrist
Department: Clinical
Supervisor: Executive and Clinical Director
Summary:

This is an administrative position subject to the personnel policies of Gateway Homes and the
direct supervision of the Executive and Clinical Director. The purpose of the position is to
provide psychiatric services to Gateway Homes. This position is a contracted position with
Gateway Homes.
Essential Duties and Responsibilities:

*, ProV;ide psychiatric services once each week for a maximum of three (3) hours per week.
® Available by pager or telephone for emergency psychiatric consultation, medication order
clarification, medication order renewal, and consultation with inpatient treatment
providers as needed.
' Provide psychiatric services to Gateway residents, including initial psychiatric
evaluations; ongoing medication management and review; telephone consultation with
Gateway staff for medication order clarification or renewal and during psychiatric
emergencies; on-site consultation with Gateway staff for purpose of service coordination
treatment planning and case formulation; and completion of documents or other
'
correspondence required (e.g., Uniform Assessment Instruments, and completion of
forms for agencies such as Social Security Administration and payors such as Medicaid)
Mamtain
'
appropriate records relating to all provided services (such records shall be and
will remain the property of Gateway)
Minimum Qualifications:
®
•

Licensed in the Commonwealth of Virginia as Psychiatrist
Licensed by the DEA to administer controlled substances.

I have read and received a copy of the job description for Psychiatrist.

Job Description

Gateway Homes Inc.
Nurse Practitioner
Job Description
Title:
Department:
Reports To:

Nurse Practitioner
Clinical Program
Psychiatrist and Clinical Director

Position Summary:

The Nurse Practitioner is responsible for oversight of the nursing, medication and
medical needs of the residents for Gateway programming. This position is subject to the
policies of Gateway Homes. The purpose of the position is to provide enhanced holistic
health care and services to the residents of the Gateway. This position is exempt from the
Fair Labor Standards Act.
Essential Duties and Responsibilities:
®
®
•
®
®
•
®
•
®
®
•
®
®
®
•
•
®

Order medication from pharmacy or write scripts as appropriate;
Ensure that lab work is completed as ordered;
Check medications with Doctor's orders for all residents;
Assist on site psychiatrist with scheduled resident interviews;
Transcribe all Doctor's orders;
'
Assist residents with communication between PCP and specialists;
Assure that residents receive an annual physical;
Provide and document medication education to residents as needed;
Assist and refer residents for medical appointments as needed;
Completing required written documentation for all residents;
Ensure monthly blood pressures and weights are recorded on each resident;
Facilitating groups according to session schedule;
Assisting the Program Supervisors in maintaining Gateway standards and
regulations that are required of the program;
Participate in the clinical decisions regarding resident care;
Conduct training for support specialists as required by licensure;
Maintain licensure standards related to medical issues;
Participating in training as deemed appropriate by the Clinical Director;

Minimum Qualifications:

• Licensed as a Nurse Practitioner
® Minimum of one year's experience in working with mentally ill adults;
® Experience in conducting groups and demonstrated understanding of group
dynamics;

Job Description

•

Ability to work independently and to work effectively with the Program
Supervisors and staff;
® Appropriate knowledge of mental illness;
® Capacity to work with mentally ill adults and their families;
® Appropriate computer skills
'

I have read and received a copy of the job description for the Nurse Practitioner.
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Gateway Homes, Inc.
Dietician
J°b Des«-iptioil
Title: Dietician
Bepartment: Clinical
Supervisor: Executive and Clinical Director
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I have read and received a copy of the job description for Dietician.
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Gateway Honies? Inc.
licensed Clinical Psychologyt, LMHP
Job Description
Title: Licensed Clinical Psychologist, LMHP
Department; Clinical
Supervisor: Executive and Clinical Director
Summary:
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-to '--re. i us position is a contracted position with Gateway Homes.
Eggggtial_|>i|tieg and Responsibilities
* C°nduci:a face to toee interview with each individual seeking services
• Review history and systems of individual seeking services
• Consult with staff as necessary regarding current presentation
m C , U d m g

"

~

»L a u n s , e l e c t r o n i c

' SmSSrtr f°r ^ M,h SUpP°rt ^

Psychosocial

Mmjmum OnaliTfcafwi,™®
•

Licensed to practice as a clinical psychologist
Competency in working with individuals with scnous mental illness

I have read and received a copy of the job description for Licensed Climca! Psychologist.

Job Description

Gateway Homes Inc.
Mental Health Therapist
Job Description
Title:
Department:
Reports To:

Mental Health Therapist
Clinical
Clinical Director

Position Summary-

This position is responsible for providing therapy and supportive counseling to
individuals seeking this service. The position is subject to the personnel policies of
Gateway Homes and the direct supervision of the Clinical Director. This position is
exempt from the Fair Labor Standards Act.
Duties and Responsibilities:
•

Serving as a therapist with an assigned caseload of selective individuals
participating in Gateway programming.
® Participating in clinical supervision;
• Utilizing structured professional judgment as an evidenced based practice;
• Completing required written documentation in Lauris, the electronic record
system, including, but not limited to, individual contacts, individual sessions,
family contacts, or professional contacts,
'
• Participating in training as deemed appropriate by the Clinical Director;
• Reporting to the Clinical Director.
'
Minimum Knowledge. Skills and Abilities:

• Licensed or licensed eligible mental health provider
® Master's degree in a mental health related field of study;
® Minimum of one year's experience in working with mentally ill adults;
® Experience in conducting individual therapy for persons with serious mental
illnesses;
© Knowledgeable in multiple treatment modalities;
® Ability to work independently and to work effectively with the Clinical Director;
® Appropriate knowledge of mental illness;
'
® Capacity to work with mentally ill adults and their families;
® A valid Virginia driver's license;
® Appropriate computer skills.
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I have received and reviewed a copy of the job description for a Mental Health Therapist
at Gateway Homes.

Employee's Signature

~

"

jff

SERVICE MODIFICATION APPLICATION FOR SUPERVISED LIVING RESIDENTIAL
Staffing Plan
The Executive and Clinical Director provides oversight, supervision and management of the
campus and programming. Lynda Hyatt, Ph.D. is a Licensed Clinical Psychologist and has served
as the Clinical Director of the program since June 2, 2007. The Board of Directors promoted her
to the position of Executive Director in March, 2013.
The staffing plan for the Supportive living Center is as follows:
Day Shift — 7:00 a.m. to 3:00 p.m.
Two full time staff Monday thru Friday and one part time staff on weekends
Eddie Bailey, Program Supervisor, B.A., QMHP-A
Nakita Howerton, Licensed Practical Nurse, QMHP-A
QMHP-A , Support Specialist on Saturday and Sunday
Evening Shift - 3:00 p.m. to 11:00 p.m.
One full time staff and one part time staff (5:00 - 9:00) Monday - Thursday
Anna Wallace -Support Specialist, SShour Board of Nursing Certified, QPPfvlH
Part time QMHP - A, Support Specialist working from 5:00 p.m. - 9:00 p.m, Monday -Thursday
Part time QMHP —A, Support Specialist on Saturday and Sunday
Might Shift — 11:00 p.m. to 7:00 a.m.
One full time staff
Lenaye Hewitt-Support Specialist, QMHP-A
QMHP-A Support Specialist, working on Saturday and Sunday

Staffing plan for the Supported Apartment Program Is as follows:
Supervisor-8:00 a.m. -4:00 p.m. -Jenirie Wilson, M.A., LMHP-E
Three Support Specialists working the following schedule:
Royal Hunt, A.A., QMHP-A, 7:00 a.m. - 3:00 p.m.
Kefisa Vaughan, QMHP-A - 8:00 a.m. - 4:00 p.m.
Joan Wilson, QMHP-A - 2:00 p.m. - 10:00 p.m.
QMHP-A Support Specialists work Saturday and Sunday 8:00 a.m. - 4:00 p.m. and 3:00 p.m. 9:00 p.m.

Additional campus support staff:
Melissa Stiltoner, B.S.W., QMHP-A, Benefits Manager, working Monday through Friday from
8:00-4:00.
Braton Shewey, Peer Support Specialist, working 16 hours per week Monday - Friday.

Please note that all staff (full arid part time) Is medication certified according to the

requirements for the 32 hour course of medication administration.

* Included In this section is a sample staffing schedule for the Supported Living Center and the
Supported Apartment Program.
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"Program Supervisor:

Eddie Bailey Works Sam to 5pm, Monday through Friday, except Tuesday- Ham to 7pm
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4pm to 8pm
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Oct. 28th to Nov, 3rd
7am-3pm
8am to 4pm

Supported Apartment St^g^ebedide;'
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Program Supervisor:

Monday 4

Jenine Wilson

Hours: Monday through Friday from Sam to 4pm
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GATEWAY HOMES, INC.
Job Description
Title: Executive & Clinical Director
Function:
® to give direction and leadership toward the achievement of Gateway Homes' philosophy,
mission, strategy and its annual goals and objectives
® to provide leadership for the clinical program and associated services
• to implement, the strategic goals and objectives of Gateway Homes
® with the Board Chair, to enable the board to fulfill its governance function
Reports to: Board of Directors
Major Responsibilities:
1. Board administration and support: supports operations and administration of the board by
advising and informing board members, interfacing between board and staff and supporting the
board's evaluation of the Executive Director
2. Financial, tax, risk and facilities management: recommends annul budget for board approval and
prudently manages Gateway Homes' resources within those budget guidelines according current
laws and regulations
3. Human resources management: effectively manages the human resources of Gateway Homes
according to authorized personnel policies and procedures that fully conform to current laws and
regulations
4. Public relations: assures Gateway Homes and its mission, programs and services are consistently
presented in a strong, positive image to relevant stakeholders
5. Fundraising: oversees hmdraising planning and implementation including overseeing stall in
identifying resource requirements, researching hmding sources, establishing strategies to
approach funders, submitting proposals and administrating fundraising records and
documentation
6. Clinical programming and services: provides leadership as a licensed clinical psychologist for the

clinical staff to ensure maintenance of quality control and utilization of best practice techniques in
the delivery of services

Gateway Homes, Inc.
Supported Living Center & Pharmacy Services Manager
Job Description
Title: Supported Living Center & Pharmacy Services Manager
Department: Clinical Program
Supervisor: Executive and Clinical Director

Summary:

The Supported Living Center & Pharmacy Services Manager is responsible for the supervision
of all staff assigned to the Supported Living Center. This is a management position subject to
the personnel policies of Gateway Homes and the direct supervision of the Executive and
Clinical Director. The purpose of the position is to provide supervision to the support specialists
and nurses assigned, oversight of pharmacy services and to ensure a healthy, safe and supportive
living environment for individuals living at the Center. This position is exempt from the Fair
Labor Standards Act.
Essential Duties and Responsibilities:

•
®
•
®
•
®
®
•
•
®
•
®

Daily supervision of all the Support Specialists and Nurses at the Supported Living
Center;
Coordination of documentation of services provided to all residents including
individualized skills development training and activities;
Maintain licensure requirements for the program and facility;
Monitor distribution of medications to residents as prescribed by checking the MAR
error report;
Supervise/prepare meals for residents at the Supportive Living Center;
Ensure resident compliance with rules and guidelines of the program;
Maintain Clozaril protocol schedule for all residents;
Management of medications including working with Pharmacy to ensure prompt delivery
of cycle and off cycle medications;
Shopping for groceries for the Supportive Living Center within prescribed budgetary
allocations;
Participate in the clinical and leadership team meetings;
Participating in training as deemed appropriate by the Executive and Clinical Director;
Reporting to the Executive and Clinical Director.

Minimum Qualifications:
@ Five years of experience in a mental health field
® Trained in TOVA
® Qualified Mental Health Professional
® Trained and certified in CPR and first-aid
® Medication Certified
® Knowledgeable in multiple treatment modalities

'

" oSr0 WOrk todependen,1y

3,111 to WOTk effectively

with the Executive and Clinical

• Appropriate knowledge of mental illness
® Capacity to work with mentally ill adults and their families
® A valid Virginia driver's license
® Appropriate computer skills
a c°Py
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Gateway Homes, Inc.
Supported Apartment Program Manager
Jot? Description
Job Title: Supported Apartment Program Manager
Program/Department: Clinical
Supervisor: Executive and Clinical Director
Position LSnmmarr

The Supported apartment Program Manager is responsible for the supervision of all staff
assigned to the Supported Apartment Program. This is a management position subject to the
personnel policies of Gateway Homes and the direct supervision of the Executive and Clinical
Director. Hie purpose of the position is to provide supervision to the support specialists assigned
to the program and to ensure a healthy, safe and supportive living environment for individuals
living in the apartments. This position is exempt from the Fair Labor Standards Act.
Duties and Responsibilities:

Daily support and supervision of the staff assigned to the Supported Apartment ProgramCoordination of documentation of services provided to all individuals including skills '
development, training ana activities;
Participating in clinical rounds and supervision;
Meeting with individuals to work on ISP goals;
Utilizing structured professional judgment as an evidenced based practice; Monitoring medication compliance;
Transporting residents to appointments when needed;
Completing required written documentation in kauris, electronic record, including
resident, family, or professional contacts;
Participating in training as deemed appropriate by the Executive and Clinical DirectorReporting to the Executive and Clinical Director.
'
Minimum Knowledge, Skills. And Abilities:
* Knowledge of the characteristics and concepts of mental health, health disorders and related
ltK,nS and mUltipIe trcatment modalities for persons with serious mental illness;
* QMHP
*
*

°wledge of first-aid, behavioral management, personal and environmental hygiene
Ability to provide supportive counseling;
'
Implement and follow

*
*
'
'

Ablhty to provide services to

policies and procedures of the DBHDS and Gateway

promote recovery to seriously mentally ill clients
TOYA, First Aid, CPR and Medication Management (32 hour course)Ablbty_to participate with professional staff in the design and implementation of*
rehabilitative and programmatic activities;
Tramed 1JQ

Ability to observe the rights and personal dignity of others*
Ability to maintain effective working relationships with clients and other employees.
Required Experience or professional analtf»rat.W-

* mZ'ZliZ
skids
•

Education
M SerVICCS fclA

to a master's degree in social work
leense. Basic compnter

Valid VirgMa driver's

gxperience: One year of full-time or equivalent part-time paid or volunteer experience in
the care of persons with senous mental illness. Experience in conducting individual therapv
tor persons with serious mental illness.
merapy

I have received and reviewed a copy of the job description for the Supported Apartments
Program Manager at Gateway Homes dated

Employee's Signature

Date

Gateway Homes, Inc.
Support Specialist
Job Description
Job Title: Support Specialist
PrograjsjyDepartment: Clinical
Supervisor: Program Manager

.

.

Position Summary:

This position is responsible for providing direct care to individuals with serious mental illness in
a residential setting. The purpose of this position is to provide designated services and to ensure
a healthy, safe and supportive living environment for individuals participating in Gateway
programs. The position is non-exempt from the Fair Labor Standards Act and is subject to the
personnel policies of Gateway Homes and reports to the Program Manager.
Duties and Responsibilities:

®
®
®
®
®
•
•
®
•
•

Support the mission, vision and values of Gateway Homes, Inc.;
Keep current with all mandatory training requirements including but not limited to CPR First
Aid, TOVA;
'
Educate, monitor and coach residents as needed to ensure residents understand the purpose
and importance of taking medications as prescribed;
Provide therapeutic supervision including monitoring, mentoring and interacting with
residents;
Assist residents with meal preparation and nutritional intake as needed;
Assist residents with activities of daily care and living as needed;
'
Complete required documentation, including but not limited to shift reports progress notes
and serious incident reports;
"
'
'
Monitor the physical environment of the facility and its equipment; take appropriate
measures to correct any identified safety hazard; ensure environment is clean and orderly;
Assist the Program Manager in maintaining standards and regulations that are required bv
J
the program;
Provide transportation as assigned by Program Manager.

Minimum Knowledge, Skills. And Abilities:

3

Knowledge of the characteristics and concepts of mental health, health disorders and related
physical conditions and treatment approaches for persons with serious mental illness;
* Meet the requirements as a QMHP;
'
• Knowledge of simple nursing care, first-aid, behavioral management, personal and
environmental hygiene;
Ability to implement and follow policies and procedures of the DBHDS and Gateway
J
Homes;
Ability to assist individuals in learning skills related to progress toward recovery;
Ability to engage indi viduals in developing new skills related to independence ; '

professional staffm

*

-

design md
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Ability to observe the rights and personal dignity of others;

* tn'rf10 0blerve>record' mi rePort clients' behavior, attitude, and physical condition•' Ability to
f
^ **"* COmmmicate eff«tively, both orally and in writingAbility to maintain effective working relationships with clients and other employees.
Required Experience or professional fpialilicatiom•

•

Minimum Qualifications: Must have Medication Aid Training course Prefemed eduraHn
e q u i v a l e n t t o B a c h e l o r ' s d e g r e e o r h i g h e r i n h u m a n services a n d a , l e a s t 2 1 y Z s o f t T
Applicant must meet the cntena as a Qualified Mental Health Provider and be ceriifledto
mimster medications in accordance with the requirements of §54.1-3408 et seq of the
q~ J the
Code of Virginia, as amended. .
Eipei-ienceg_One year of full-time or equivalent part-time paid or volunteer experience in
the care of persons with serious mental illness-

Homeesrdateded ^ re™Wed *

Employee's Signature
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Support Specialist at Gateway

Gateway Homes, Inc.
Norse
Job Description
Title: Nurse
Department: Clinical Program
Supervisor: Supportive Living Center & Pharmacy Services Manager

'

Summary:

MvmLTC CP„°n.?le for owsight of the nursing, medication and medical needs of
« 1
T sey1.ces at G^way Homes. This is a direct-care position
1
0
1
!
:
C
!
r
,
7
t
P - ^ c P°hcies of Gateway Homes and the direct supervision of the
ouppomve uwng Center and Pharmacy Service. Manager and ultimatelv'the Exec dive
by eSiSnGfe-ndrsuTheiUIPrSe °fthis position is t0
b=alth eie and services
~
supportive living environment to the residents of Gateway Homes
1 Ins position is non-exempt from the Fair Labor Standards Act.
'
"
JPataes and Responsibilities:
*
B

o
•
®
•
•
*
®
•
.
*

(3rder medjcat]0ri frorn
Pharmacy for individuals receiving services;
Ensure that lab work is completed as ordered;
'
Check medications with Doctor's orders for all residents*
Assist on site psychiatrist with scheduled resident interviews weeldy*
transcribe all Doctor's orders;
'
Piovide and document medication education to residents as needed;
tamtam the emergency box and conduct monthly checks of emergency sunpfies*
A^ess ana reier resiaents for medical appointments as needed;
'
'
schec^uIe of
medications and administer as scheduled*
complete required written documentation for all residents;
'
Ensure monthly blood pressures and weights axe recorded on each resident*
Assist tne Supportive Living Center and Pharmacy Services Manager m '
talT8 JfIeWay standards
regulations that are required of the urogram*
M.AR ?ef few SPenS'ng a"d reCOTdmg 0f-™dirati0as by «"Ptafag Nmonthly'

*
-

Maintain licensure standards related to medical issues;
Participate in training as deemed appropriate by the Executive and Clinical
zOirector;
*

-

Report oirecily to the Supportive Living Center and Pharmacy Services Manager.

Minim tin! OuaKfiraihW.ciViusi have UPN or RN license,
Trained and certified in
and
"-»• CPR
^
t first-aid;
11 .st —dizLl
• Minimum of one year's experience in working with mentailv ill a,h,i,h mmt3lly1,1 atU's.'
• Knowledgeable in multiple teatment
modaii(fe™
• p t a , I t y '° WOlk Independentiy and to work effectively with the clinical team
- Capactty to work with mentally adults and their families'
• Appropriate computer skills.
'
I have read and received a copy of the job description for Nurse dated

Signature

Gateway Homes, Ine.
Benefits and Quality Improvement Manager
Job Description
Title: Benefits and Quality Improvement Manager
Department: Clinical Programs
Supervisor: Director of Admissions and Ancillary Services
Summary:
The Benefits and Quality Improvement Manager is responsible for assisting individuals in
m"~g
^ for ensuring the quality improvement strategies of the
gamzation This is a management position subject to the personnel policies of Gatewav
Homes and the direct supervisron of the Director of Admissions and aLiIlaJv Se^ceT The
eoahTof n 1 •'T P°SltlCm 1S to ensure services for the individuals at Gateway and to meet strategic
exempt from the ^rZaT^t^dlds Act °f Pr0grammmg
documentation, fids position i
Essential Duties and Responsibilities
®

Participate in clhucal meetings;

•

Verification of benefits with SSA, Medicatd. Medicare, insurance, payee status, SNAP,

'

Manage SSA benefits of all residents;

" ID,SSScmdse°e^n
©

©

-

I

appr°pnate

dooumentetion such as birth certificates, picture

Prepare monthly Medicaid billing and report staff billable hoursAct as a administrator for CHRIS;
'
Manage Gateway's Quality Improvement and Risk Management processManage Latins on-line;
'
Handle all IT and email issues;
Act as NGRI liaison for Chesterfield and attend weekly meetingAssisting the Executive and Clinical Director m maintaining Gateway standards and
Y Standards and
regulations that are required of the program; '
Serves as the Human Rights Advocate on campus;

^

^ining ^ dCemed appr0priate by'the Executive and Clinical Director
eportmg to the Director of Admissions and Ancillary Services.
'

Minimum Qualifications-

•

Bachelor's degree in a mental health related field of studv
QMHP
* Trained in TOVA;
® Trained and certified in CPR and first-aid;
• Minimum of one year's experience in working with mentally ill aduits*
* knowledgeable in multiple treatment modalities ;
'
s

'

^SXrSe^S:"dm,ly ^ 10 ™* effeCtiVely

^ Dl'reCtOT "^cMssior

• Appropriate knowledge of mental illness;
• Rapacity to work with mentally ill adults and their families
® A valid Virginia driver's license;
'
• Appropriate computer skills.
&r Supportive Benefits ant, Quali,y

Gateway Homes, Inc.
Peer Specialist
Job Description
Job 1ifle: Peer Specialist
Program/Department: Clinical
Supervisor; Program Manager

-

Position Summary:

i ms: position is responsible for providing support and guidance to individuals vrith senom
7

designated Program Manager.

'

* ^positlon reports to

Duties and Responsibilities:
•

Support the mission, vision and values of Gateway Homes, Inc -

•

tte p™2-G°8ram Mmager

m mainta,niBg stmdards md

"

the ttS,rie

^ C°"WOrkers ^ bei"S a P'°^e and engaged member of

Pr08ram

rations that are required by

• Provide peer support o individuals as deemed appropriate;
• InvoIve residents in community activities as appropriate; '
® Keep current with ail mandatory training requirements;
©

re"dSGapemiC Supei"visi0n to-dudir,g
•
•

m°"itoring,

mentoring and interaeting with

Assist residents with meal preparation, nutritional intake and daily care and living activitiesPerform other duties as requested by the Program Manager.
na.ivn.gacjvit.es,

Mjgjmsimj^Qwfedge, Skills. And Abilities•

Completion of the NAM! peer to peer counseling program
Homes?0 lmplement

1

•

-

md

foIlow

P°Ucies md

procedures of the DBPIDS and Gateway

Abdity

to engage peers in skills development;
Aoility to participate with profesrional srpff m
rioeto
C-eSJ°"Gi ^13 th& QeS^
programmatic activities;

•> t
miplementation of training and

Ability to observe the rights and personal dignity of othersAbility to interact therapeutically with peers'
'
Ability to maintain effect,ve woridng relationships with clients and other employees.

-^SBSQ^cgorjprofessional nnaKf^atf^.,;
Counsdtag^-'glxMf^^ ^ 501,001 dlpl0ma °r 6<'U™te- ^ning
^^sntaThe^th^el^or&^vahmt sq^erien!^^
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Gateway Homes, Inc
Policy and Procedures
Category: Program Operations
Title: Program Evaluation
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-620
Number: 620
Pages: 1
Attachments: Form 620.0 Annual Evaluation of
Services
Form 620.1 Strategic Plan

I. Purpose: The purpose of this policy is to establish procedures for monitoring and evaluating
service quality.
II. Policy: Gateway Homes will conduct an annual evaluation of its clinical services and
implement improvements when indicated.
III. General Guidance And Procedures:
1. The Clinical Director will engage staff, individuals receiving services and their families, and
other stakeholders in an annual review and evaluation of the quality and effectiveness of its
clinical services. This evaluation will provide staff, individuals, and families with an
opportunity to provide candid and meaningful feedback on program strengths, weakness, and
areas for improvement. When indicated, improvements will be implemented in response to
these findings.
2. The results of this evaluation and any improvements will be reviewed by the Clinical
Committee of the Board of Directors. The Clinical Committee will provide the Board of
Directors with a summary report of the findings and any actions taken.
3. Gateway's Strategic Planning Committee will use these findings to guide program development
and any plans for program expansion.

Program Evaluation Page 1

MAR Review
MARs Reviewed for the following Individuals:

Errors Found

Employee
Name

Date

Reason

Date

Reason

Date

Serious Incident Reports Completed For The Following Errors:

Signature of staff completing the review

Form 920.5 MAR Review

Date

Reason

Total
Errors

Gateway Homes, Inc
Policy and Procedures
Category: Healthcare
Title: Nutrition
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-600
Number: 600
Pages: 2
Attachments:
Form 600 Nutrition Monitoring
Form 650 Admission Assessment
Form 600.2 Monthly Menu
Form 600.3 Staple Foods
Form 600.4 Emergency Foods

I. Purpose: The purpose of this policy is to establish procedures for preparing and serving food.
II. Policy: Gateway Homes will prepare nourishing, well-balanced, and healthful meals for
individuals consistent with their preferences, dietary needs, and individual services plan.
III. General Guidance And Procedures:
1. Assessment: Each individual will receive a brief nutritional assessment at the time of
admission. The assessment on Form 650 Assessment will document an individual's cultural
background, personal preferences, and food habits. Identified nutritional needs or assistance
with feeding will be included in the individual services plan. When indicated, an individual
will be referred for a dietary assessment by a qualified nutritionist or physician.
2. Dietary Preferences: The Program Supervisor is responsible for reviewing the nutritional
assessment and ensuring that reasonable efforts are made to consider the individual's cultural
background, personal preferences, food habits, and allergies. Reasonable efforts include
purchasing and preparing special foods.
3. Special Diets: A physician's order is required for any special diet.
4. Monitoring Food Consumption In DBH Group Homes:
(1) Residential specialists will
(a)
monitor each individual's food consumption for warning signs of changes in
physical or mental status related to nutrition;
(b)
weigh each individual monthly; and
(c)
in DBH Group Homes will document the observations and findings daily on
Form 600 Nutrition Monitoring.

Page 1

ii) All staff providing direct care will monitor an individual's compliance with any care needs
determined by the individualized service plan or prescribed by a physician, nutritionist, or
healthcare professional and document observations and interventions in a Treatment Note.

5. DBH Group Home Food Supplies:
(1) The Program Supervisor will assign a staff member to prepare the menu for the month
at least two weeks in advance using Form 600.2 Menus.
(2) The available food will be consistent with planned menus and any special needs or
dietary preferences and include at least three days supply of meat, dairy, vegetables, and
(3) The Program Supervisor will assign a staff member to shop for food on a weekly basis
using the monthly menu and list of staple foods contained on Form 600.3 Staple Foods.
(4) The Program Supervisor will maintain an emergency supply of water and food that can
be prepared without heat. The emergency food supply will at a minimum consist of the
foods listed on Form 600.4 Emergency Foods.
6. Staff Training: During orientation, and annually thereafter, staff working in Group Homes will
receive training in monitoring individuals for changes in eating habits, documenting on Form
600 Nutrition Monitoring, and observing physical and mental status symptoms that may be
nutritionally related. Documentation of training and orientation will be maintained in the
personnel record.

Nutrition Page 2 of 2

Nutrition Monitoring Form
Name:
Diet:

Portion eaten each meal:
Breakfast: • ALT,

• ALL
• ALL

Date:

Lunch

Weight:

Dinner

Diet:

Portion eaten each meal:
Breakfast: • ALL

Date:

Lunch

Weight:

Dinner

Diet:

Portion eaten each meal:
Breakfast: • ALL

• ALL
• ALL
• ALL
• ALL

Date:

Lunch

Weight:

Dinner

Diet:

Portion eaten each meal:
Breakfast: • ALL
Lunch

Date:
Weight:

• Dinner

• ALL
• ALL

Portion eaten each meal:
Breakfast: • ALL

Diet:

Lunch

Date:

• ALL
• ALL

Weight:

Dinner

Diet:

Portion eaten each meal:
Breakfast: • ALL

• ALL
• ALL

Date:

Lunch

Weight:

Dinner

Diet:

Portion eaten each meal:
Breakfast: • ALL
Lunch

Date:

• ALL
•ALL

Weight:

Dinner

Diet-

Portion eaten each meal:
Breakfast: • ALL

• ALL
• ALL

Date;

Lunch

Weight:

Dinner

Diet

Portion eaten each meal:
Breakfast: • ALL

• ALL
• ALL

Date:

Lunch

Weight:

Dinner

Diet:

Portion eaten each meal:
Breakfast: • ALL
Lunch

Date:

• ALL
• ALL

Weight:

Dinner

Diet

Portion eaten each meal:
Breakfast: • ALL

Date:

Lunch

• ALL
• ALL

Weight:

Dinner

Diet

Portion eaten each meal:
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PRELIMINARY ASSESSMENT
For Psychosocial & Mental Health Support Services
Applicant's Name

Date of Birth

DEMOGRAPHIC INFORMATION
Please refer to the attached Application dated

Social Security Number

for demographic and emergency contact information.

HEALTHCARE INFORMATION
Please refer to the attached Application dated

for healthcare provider information.

REASON FOR ADMISSION (in resident's words):

SUMMARY OF PSYCHI ATRIC HISTORY (including onset & duration of problems and psychiatric
and support needs)

Diagnoses from last treatment provider/agency:
Axis I:
Axis 11:
Axis 111:
Axis IV:
Axis V:
Medications as reported by applicant:

SUBSTANCE ABUSE HISTORY (past and current including co-occurring mental health and substance abuse
disorders)

MEDICAL & HEALTH HISTORY (including allergies)

FAMILY, SOCIAL, & DEVELOPMENTAL HISTORY (including current supports)

EMPLOYMENT & EDUCATIONAL HISTORY

IGAL HISTORY
Form 650 Preliminary Assessment

FINANCIAL & INSURANCE INFORMATION:

HOUSING ARRANGEMENTS
DAILY LIVING SKILLS

AT RISK BEHAVIORS TO SELF AND OTHERS

CLINICAL FORMULATION

Face-to-face assessment completed by:

Name & Signature of QMHP

Date

Assessment approved bv:

Name & Signature of LMHDP

Form 650 Preliminary Assessment

Date

MONTHLY MENU
Week #

Breakfast

Snack

Sunday

Monday

Tuesday

Wednesday

Oatmeal,
Sausage,
Applesauce

Thursday

Waffles, Bacon,
Eggs

Friday

Cereal, NutriGrain Bars

Saturday

Pancakes,
Sausage Links,
Eggs

Eggs, Bacon,
Toast

Sausage,
Biscuit, Eggs

Cereal, Pop
Tarts

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Bananas

Fruit Cup

Apples

Oranges

Fruit Cup

Applesauce

Bananas

Hot Dogs, Fries

Chicken
Casserole w/
Vegetables

Fish Sticks,
Fries, Peas

Chicken
Sandwich,
Pasta, Greens

Stir Fry, Egg
Rolls

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Jell-0

Fruit

Pudding

Fruit

Fruit

Fruit

Fruit

Baked Chicken,
Greens,
Potatoes,

Pork Chops,
Corn,
Asparagus

Pot Roast,
Potatoes,
Greens

Spaghetti, Toss
Salad

Baked Fish,
Rice Pilaf,
Greens

Lasagna, Toss
Salad, Corn

Pizza, Corn,
Salad

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Fruit Cup

Brownie

Fruit

Pudding

Chips

Crackers

Pudding

Lunch

Snack

Dinner

Snack

1

Form 600.2 (a) Monthly Menu

Tuna Sandwich, Ham & Cheese
Chips, Carrots Sandwich, Soup

MONTHLY MENU
Week #

2

Sunday

Monday

Tuesday

Scrambled
Eggs, Sausage,
Biscuits

Wednesday

Waffles, Eggs,
Sausage

Thursday

Cereal Bars,
Oatmeal, Bacon

Friday

Sausage,
Biscuit, Boiled
Egg

Saturdav

Pancakes,
Bacon, Eggs

Cereal, Pop
Tarts, Fruit Cup

Omelet, Bacon,
Hash Browns

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Apples

Bananas

Oranges

Fruit Cup

Fruit

Apples

Bananas

Pizza, Tossed
Salad

Fish Sticks,
Peas, Chips

Taco Salad,
Corn, Rice

Chicken
Casserole w/
Vegetables

Deli Subs, Fries

Tuna
Sandwiches,
Chips, Celeiy

Chicken
Nuggets, Fries,
Peas

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &

Snack

Pudding

Trail Mix

Carrots

Honey Buns

Fruit

Cookies

Fruit

Pork Chops,
Corn,
Asparagus

Steak & Cheese
Subs, Tossed
Salad

Baked Chicken,
Mac & Cheese,
Greens

Meatloaf,
Scalloped
Potatoes, Peas

Fish, Rice,
Green Beans

Dinner

Baked Chicken,
Mashed
Potatoes,
Vegetables

Baked
Spaghetti,
Tossed Salad

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Brownies

Fruit Cup

Pudding

Chips

Fruit

Pudding

Jell-0

Breakfast

Snack

Lunch

Snack

Form 600.2 Monthly Menu

MONTHLY MENU
Week #

Breakfast

Snack

Lunch

Snack

Sunday

Monday

Tuesday

Wednesday

Waffles, Bacon,
Eggs

Thursday

Pop Tarts, Fruit
Cup, Cereal

Friday

Sausage &
Biscut

Saturday

Oatmeal,
Boiled Eggs,
Sausage Links

Cereal, NutriGrain Bars

Scrambled
Eggs, Grits,
Bacon

Cereal, NutriGrain Bars

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Fruit

Fruit

Fruit

Fruit

Fruit

Fruit

Fruit

Hot Dogs,
French Fries,
Salad

Chicken
Casserole,
Mixed
Vegetables

Deli Subs,
Chips

Pizza, Corn,
Tossed Salad

Chicken
Nuggets, Peas,
Fries

Taco Salad,
Corn

Spaghetti w/
Meatballs,
String Beans

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Apples

Oranges

Fruit

Fruit

Fruit

Fruit

Fruit

Pork Chops,
Peas, Corn

BBQ w/ Cole
Slaw, Fries

Chicken,
Mashed
Potatoes,
Asparagus

Baked Fish,
Rice, String
Beans

Lasagna,
Tossed Salad,
Mixed
Vegetables

Egg Rolls,
Fried Rice,
Vegetables

Burgers, Fries

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Fruit Cup

Brownie

Fruit

Pudding

Chips

Crackers

Pudding

Dinner

Snack

3

Form 600.2 Monthly Menu

MONTHLY MENU
Week #

Breakfast

Snack

Lunch

Snack

Sunday

Monday

Tuesday

Cereal, Pop
Tarts

Wednesday

Waffles, Eggs,
Sausage

Thursday

Cereal, NutriGrain Bars

Friday

Pancakes,
Bacon, Eggs

Saturday

Sausage,
Biscuits, Eggs

Eggs, Hash
Browns, Bacon,
Toast

Oatmeal,
Sausage, Toast

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Juice & Milk

Bananas

Oranges

Apples

Fruit

Fruit

Fruit

Fruit

Fish Sticks,
Fries

Chicken
Casserole, Rolls

Tacos, Corn,
Rice

Tea &
Lemonade

Chicken
Sandwich,
Chips

Tea &
Lemonade

Tea &
Lemonade

Apples

Oranges

Fruit

Fruit

Fruit

Fruit

Fruit

Baked Chicken,
Potatoes, Beans

Pot Roast,
Greens,
Potatoes

Meatloaf,
Asparagus,
Corn

Pork Chops,
Mac & Cheese,
Greens

Spaghetti,
Garlic Bread,
Corn

Hamburger
Helper, Rice,
Greens

Egg Rolls,
Shrimp Stir Fry

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Tea &
Lemonade

Cake

Fruit

Moon Pies

Chips

Fruit

Pudding

Crackers

Dinner

Snack

4

Form 600.2 Monthly Menu

Juice & Milk

Tea &
Lemonade

Tuna Sandwich, Hot Dogs, Fries
Vegetables,
Chips
Tea &
Lemonade
Tea &
Lemonade

Pizza, Corn on
the Cob
Tea &
Lemonade

STAPLE FOODS
Inventory
Meats, Eggs, and Protein
• Fish
• Chicken Breasts

Vegetables & Fruit (Fresh)
• Apples
• Mixed Vegetables

• Chicken Legs

• Eggs

• Potatoes

• Oranges

• Ground Beef

• Flot Dogs

• Lettuce

• Bananas

• Tomatoes

• Cantaloupe

• Cucumbers

• Fruit Cocktail

• Onions

• Grapes

• Carrots

• Grape Fruit

• Cabbage

• Honey Dew Melon

• Squash

• Peaches

• Asparagus

• Strawberries

• Celery

• Pears

• Mushrooms

• Pineapples

• Peas

• Watermelons

• Sweet Potatoes

• Lemons

Baking Supplies
• Salt

• Oil

• Pepper

• Seasoning (Italian, etc)

• Tuna

Jread, Grains, & Cereals
• Buns (Hamburger/Hot
• Bread (Sandwich)
Dog)
• Cereal
• English Muffins
• Spaghetti Noodles
• Macaroni Noodles
• Egg Noodles
• Rolls

• Oatmeal

• Sugar
• Flour

• Grits
• Biscuits

Beverages
• Drink Mixes (WalMart
Brand-Sugarless)
• Orange juice

• Hot Chocolate Mix

Snacks/Deserts
• Cookies

• Soda (Birthday Parties/
Barbeques)

• Mix (Cookies/Brownie/
Cookie)

• Coffee (decaf)

• Milk

• Pies

• Tea (decaf)

• Pudding
• Ice Cream

• Chips/Pretzels

• Crackers (Cheese/Peanut
Butter)

• Fruit Bars

• Donuts

• Granola Bars

• Fruit

• Trail Mix

Form 600.3 Staple Food Inventory

• Nuts (Peanuts/Mixed)

Miscellaneous
• Hamburger Helper

Frozen
• Green Beans

• Broccoli

• Stir Fry

• Vegetables (Medley Mix) • Tuna Helper

• Butter Beans

• Spinach

• Beans (Chili)

• Corn (Kernels)

• Garlic Bread

• Cheese

• Pizza

• French Toast

• Taco Shells

• Egg Rolls

• Waffles

• Taco Seasoning

• Fried Rice

• Fries

• Pancakes

• Chicken Nuggets

• Crackers (Plain)

• Fish Sticks

• Instant Potatoes
• Rice
• Stuffing
• Tomato Sauce
• Cream of Mushroom Soup
• Manwich
• Salad Dressings

Form 600.3 Staple Food Inventory

EMERGENCY FOOD
Inventory
Vegetables & Fruit

Meats, Eggs, and Protein
• Canned Tuna

• Peanut butter

• Canned Vegetables
• Instant Potatoes

• Canned Chicken
• Canned Meat

Baking Supplies

Bread, Grains, & Cereals

• Salt

• Oil

• Noodles

• Pepper

• Lauwery's Seasoning

• Rice

• Sugar

• Italian

• Oodles of Noodles

• Flour

Beverages

Snacks

• Water (Bottled)

• Cookies

• Crackers

• Cereal (Cold)

• Powdered Milk
• Powdered Drink Mixes
1 Coffee

Desserts

!

Miscellaneous
• Canned Soup
• Dry Soup Mixes
• Coffee Creamer
• Jelly

Form 600.4 Emergency Food Inventory

.

Gateway Homes, Inc
Policy and Procedures
Category: Healthcare
Title: Medical Care
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-720
Number: 720
Pages: 1
Attachments:
Form 740 Physical Examination
Form 650 Preliminary Assessment
Form 650.1 Admissions Assessment (on Lauris)
Form 660.1 Individualized Services Plan
(on Lauris)
Form 890A Face Sheet (on Lauris)

I. Purpose: The purpose of this policy is to establish procedures for providing medical care to individuals
receiving services.
II. Policy: Gateway Homes will ensure that each individual receives adequate medical care.
III. General Guidance And Procedures:
a. Assessing Medical And Healthcare Needs: Gateway will require a physical examination on
Form 740 Physical Examination as a condition of admission. Gateway will also conduct a
preliminary assessment of an individual's medical and health needs prior to admission using
Form 650 Preliminary Assessment and a comprehensive assessment within 30 days of admission
using Form 650.1 Admissions Assessment.
b. Addressing Medical Needs:
i. Health Providers Information-. Form 890A Face Sheet will contain a current listing of the
names, addresses, and phone numbers of the individual's medical and dental providers.
All staff will have access to the Form 890A Face Sheet in the individual's electronic
medical record.
ii. Individualized Services Plan: Medical and health care needs will be addressed on Form
660.1 Individualized Services Plan.
iii. Healthcare Coordination: The Clinical Director, or designee, will assign a residential
counselor to facilitate and arrange for dental appointments, medical tests, and other
healthcare services as needed. The residential counselor is responsible for
communicating medical assessments and diagnostic laboratory results to the individual
and authorized representative. The designated staff member will ensure each individual
has transportation to dental, medical, and other healthcare appointments and has
appropriate support, supervision, and counseling while receiving such services.

VDSS MODEL FORM - ALF

REPORT OF RESIDENT PHYSICAL EXAMINATION
(Examination is to be completed by an independent physician within 30 days prior to the date of admission. Report
is to be kept as part of the person's permanent record.)

NAME

DATE OF PHYSICAL EXAMINATION;

ADDRESS
TELEPHONE

Height:

Weight:

BP:

,

Significant Medical History:

General physical condition, including systems review as is medically indicated:

Aliergies (food, medicine, or other):

Is this person:

Ambulatory (physically and mentally capable of self-preservation by evacuating in
response to an emergency to a refuge area as defined by the Uniform Statewide Building
Code without the assistance of another person, or from the structure itself without the
assistance of another person if there is no such refuge area within the structure, even if
such resident may require the assistance of a wheelchair, walker, cane, prosthetic device,
or a single verbal command to evacuate).
Nonambulatory (by reason of physical or mental impairment is not capable of selfpreservation without the assistance of another person).
Form '40 Physical Examination Page 1

VDSS MODEL FORM - ALF

Does this individual have any of the following conditions or care needs?

Condition/Care Need

Yes

Name

Comment

No

Ventilator dependency
If stage III is ulcer healing?

Dermal ulcers Hi and IV

If intermittent therapy please note and indicate expected time period.
Intravenous therapy or injections
directly into the vein

Airborne infectious disease in a
communicable state that requires
isolation or special precautions to
prevent transmission

Psychotropic medications without
appropriate diagnosis and
treatment plans

Nasogastric tubes

Gastric tubes

Presents imminent physical threat
or danger to self or others

Requires continuous licensed
nursing care

Form 740 Physical Examination Page 2

If yes, is person capable of independently feeding himself and caring for
the tube?

VDSS MODEL FORM - ALF

Name

Diagnosis or significant problems;

Recommendations for care;
Medications:

Diet:

Therapy;

Signature:

Date: _

(Please print or type physician's name here)
Address (Street, City, State, Zip Code)
-

Form 740 Physical Examination Page 3

Telephone:

PRELIMINARY ASSESSMENT
For Psychosocial & Mental Health Support Services
Applicant's Name

Date of Birth

DEMOGRAPHIC INFORMATION
Please refer to the attached Application dated

Social Security Number

for demographic and emergency contact information.

HEALTHCARE INFORMATION
Please refer to the attached Application dated

for healthcare provider information.

REASON FOR ADMISSION (in resident's words):

SUMM ARY OF PSYCHIATRIC HISTORY (including onset & duration of problems and psychiatric
and support needs)
^

Diagnoses from last treatment provider/agency:
Axis I:
Axis II:
Axis III:
Axis IV:
.
Axis V:
Medications as reported by applicant:

SUBSTANCE ABUSE HISTORY (past and current including co-occurring mental health and substance abuse
disorders)

MEDICAL & HEALTH HISTORY (including allergies)

FAMILY, SOCIAL, & DEVELOPMENTAL HISTORY (including current supports)

EMPLOYMENT & EDUCATIONAL HISTORY

JIGAL HISTORY
Form 650 Preliminary Assessment

FINANCIAL & INSURANCE INFORMATION:

HOUSING ARRANGEMENTS
DAILY LIVING SKILLS

AT RISK BEHAVIORS TO SELF AND OTHERS

CLINICAL FORMULATION

Face-to-face assessment completed by:

Name & Signature of QMHP

Date

Assessment approved by:

Name & Signature of LMHP

Form 650 Preliminary Assessment

Date

Gateway Homes, Inc
Policy and Procedures
Category: Healthcare
Title: Physical Examination
Issued: June 2004
Revised: June 2011; December
2013; April, 2014

Reference: 12VAC 35-105-740
Number: 740
Pages: 1
Attachments:
Form 740 Physical Examination
Form 740.1 Report on Tuberculosis Screening

I. Purpose: The purpose of this policy is to establish procedures for physical examination of
individuals receiving services.
II. Policy: Gateway Homes will require applicants to obtain a physical examination prior to
admission.
III. General Guidance And Procedures:
a. Applicants must obtain a physical examination and tuberculosis screening and provide
Gateway with a copy of those examinations prior to admission. Individuals who are
unable to obtain a physical examination and tuberculosis screening due to extenuating
circumstances, such as incarceration and/or homelessness, must agree to accept a
physical examination within two weeks of admission.
b. The physical examination must be documented on Form 740 Physical Examination or at
a minimum, contain the following:
i. General physical condition;
ii. Evaluation for communicable diseases;
iii. Recommendations for further diagnostic tests and treatment, if appropriate;
iv. Other examinations indicated, if appropriate; and
v. Date of examination and signature by a qualified practitioner.
c. The tuberculosis screening must be documented on Form 740.1 Report on Tuberculosis
Screening.

VDSS MODEL FORM - ALF

REPORT OF RESIDENT PHYSICAL EXAMINATION
(Examination is to be completed by an independent physician within 30 days prior to the date of admission. Report
is to be kept as part of the person's permanent record.)

NAME

DATE OF PHYSICAL EXAMINATION:

ADDRESS
TELEPHONE

Height:

Weight:

BP:

_

Significant Medical History:

General physical condition, including systems review as is medically indicated:

Allergies (food, medicine, or other):

Is this person:

Ambulatory (physically and mentally capable of self-preservation by evacuating in
response to an emergency to a refuge area as defined by the Uniform Statewide Building
Code without the assistance of another person, or from the structure itself without the
assistance of another person if there is no such refuge area within the structure, even if
such resident may require the assistance of a wheelchair, walker, cane, prosthetic device,
or a single verbal command to evacuate).
Nonambulatory (by reason of physical or mental impairment is not capable of selfpreservation without the assistance of another person).
Form ~40 Physical Examination Page 1

VDSS MODEL FORM - ALF

Does this individual have any of the following conditions or care needs?

Condition/Care Need

Yes

No

Name

Comment

Ventilator dependency
If stage III is ulcer healing?
Dermal ulcers III and IV

If intermittent therapy please note and indicate expected time period.
Intravenous therapy or injections
directly into the vein

Airborne infectious disease in a
communicable state that requires
isolation or special precautions to
prevent transmission

Psychotropic medications without
appropriate diagnosis and
treatment plans

Nasogastric tubes

Gastric tubes

Presents imminent physical threat
or danger to self or others

Requires continuous licensed
nursing care

Form 740 Physical Examination Page 2

Sf yes, is person capable of independently feeding himself and caring for
the tube?

VDSS MODEL FORM - ALF

Name

Diagnosis or significant problems:

Recommendations for care:

Medications:

Diet:

Therapy:

Signature:

Date: _

(Please print or type physician's name here)
Address (Street, City, State, Zip Code)
Telephone:

Form 740 Physical Examination Page 3

.

.

REPORT OF TUBERCULOSIS SCREENING EVALUATION

Name

Birthdate

/

/

Address

1.

Date and result of most recent Mantoux tuberculin skin test: Date:
mm of induration

2.

Check here if previously positive and above information unknown

3.

Check here if exhibiting TB-like symptoms

4.

If TB skin test is 10 mm or greater (5mm in the HIV infected), previously positive or if TB-like
symptoms exist, respond to the following:
a. Date of last chest x-ray evaluation:

Date:

b. Is chest x-ray suggestive of active TB? (circle one)

1

/

/_

/
YES

NO

c. Were sputum smears collected and analyzed for the presence of Acid
Fast Bacilli (AFB)? (circle one)
YES

NO

d. If 4c is YES, were three consecutive smears negative for
AFB? (circle one)

NO

YES

Based on the above information, is this individual free of communicable
TB? (circle one)
YES

6.

NO

Name of licensed physician, physician's designee or local health department official
completing the evaluation:

Print Name

Phone

7. Signature of license physician, physician's designee or local health department official completing
evaluation:
/
/
Date

Form 740.1 Report of TB Screening

Gateway Homes, Inc
Policy and Procedures
Category: Healthcare
Title: Emergency Medical Information
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-750
Number: 750
Pages: 1
Attachments:
Form 750/890A Face Sheet (on Lauris)
Form 750.1/770 MAR

I. Purpose: The purpose of this policy is to establish procedures for communicating emergency
medical information.
II. Policy: Gateway Homes will provide community emergency service providers with current
emergency medical information in a timely manner.
III. General Guidance And Procedures:
a. Emergency Medical Information: The Assistant Clinical Director, or designee, will
assign a residential counselor to update the Form 890A Face Sheet any time there is a
change in the information on this document. The nurse will update the Form 750.1/770
Medication Record anytime there is a change in an individual's medications.
b.

Sharing F.mergencv Medical Information: The staff member managing the crisis or
emergency will provide community emergency service providers with the information
needed to provide emergency interventions. At a minimum, the staff member will print
out Form 750/890A Face Sheet and Form 750.1/770 MAR.

Medication Record

Last Name

Medication Name

First Name

Dosage

Form 750.1 7770 Medication Record

Frequency

Birth Date

Order Date

Expire Date

Prescribed by:

Social Security Number

Prescribed for:

Date of Lab For Clozaril

Gateway Homes, Inc
Policy and Procedures
Category: Healthcare
Title: Medical Equipment
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-760
Number: 760
Pages: 1
Attachments:
Form 520.8 Facility Inspection (on Lauris)
Form 760 Medical Equipment Instructions

I. Purpose: The purpose of this policy is to establish procedures for using and maintaining
medical equipment.
II. Policy: Gateway Homes will use medical equipment as ordered or instructed by the physician
and maintain the equipment as recommended by the provider or manufacturer of the
equipment.
III. General Guidance And Procedures:
a. Physician's Order: Medical equipment, including personal medical equipment and
devices, will only be used with a physician's order. The nurse, or staff member assigned
by the Clinical Director, or designee, will ensure Gateway has received a physician's
order for the equipment before it is used.
b. Instructions For Using Medical Equipment:
i. The nurse, or staff member assigned by the Clinical Director, or designee, will
complete Form 760 Medical Equipment Instructions.
ii. Any staff member using the medical equipment, or assisting an individual with
using the equipment must review the instructions and consult with the nurse or
designated staff member if they have any questions.
c. Maintenance Of Medical Equipment:
i. The Clinical Director, or designee, will assign a staff member to complete Form
520.8 Facility Inspection.
ii. The assigned staff member will add any medical equipment being used to the
log, review the maintenance instructions contained on Form 760 Medical
Equipment Instructions and document the inspection and any needed
adjustments or repairs.
iii. The assigned staff member will inform the Program Manager of any needed
adjustments or repairs.
iv. The Program Manager will be responsible for coordinating the needed
adjustments or repairs.

Facility Inspection
Completed for:
Month

Building

Year

Building

Building

Building

Comments

Restrooms (cleanliness)
Dryer (including lint traps)
Washer
Extension Cords
Safety hazards
Inside lights/lamps
Floors
Furniture
Bedroom Towel rods
Bedroom Closet doors
Bedroom lamp/chair/dresser
Windows & screens
Doors & locks work
toilet paper, paper towels
Cleaning supplies
Laundry supplies
Personal hygiene products
Emergency Food & Water
Emergency blankets/pillows
Electrical panels locked
Emergency Call System
Outside lighting
Walkway
Driveway
Bushes/Trees
Lawn

Please use the following abbreviations: N/A for not applicable; \ for satisfactory; R for repair along with
description of repair needed in the comment section.

x rame

and signature of person completing form

Form 520.8 Facility Inspection

Date

Medical Equipment Instructions

Name of Medical Equipment:
Resident's Name:
Condition Being Treated:
Physician's Order/Instructions:

Manufacturer/Provider Instructions:

Maintenance Guidelines/Instructions:

Completed by:

Staff Name & Signature

Form 760 Medical Equipment Instructions

Date

Gateway Homes, Inc
Policy and Procedures
Category: Healthcare
Title: Medication Management
Issued: June 2004
Revised: June 2011; December 2013;
April, 2014

Reference: 12VAC 35-105-770, 780, 790;
Number: 770/780/790
Pages: 3
Attachments:
Form 680 Treatment Note (on Lauris)
Form 520.1/710/800 Crisis Intervention Serious
Incident Report
From 750.1/770 MAR

I. Purpose: The purpose of this policy is to establish procedures for managing medications.
II. Policy: Gateway staff will order, administer, document, inventory, and dispose of medications
in a timely and accurate manner consistent with the physician's order and relevant regulatory
provisions.
III. General Guidance And Procedures:
a. Regulatory Compliance: All aspects of medication administration, storage, and
handling, as well as pharmacy operations, will comply with The Drug Control Act §54.13400 et. seq.; 18VAC110-20; 18VAC90-20-370 through 390 and any other applicable laws or
regulations.
b. A physician's order is required for all medications dispensed by staff including over the
counter medications. Residents will be informed of this policy during the admission
screening process.
c. Medication Orders: Once a physician's order is received, the nurse, or staff assigned by
the Pharmacy Director, or designee, will transmit the order to the pharmacy by fax.
Any orders on paper will be scanned into the individual's electronic medical record. A
current medication order for each medication administrated will be maintained in the
individual's medical record on Form 750.1/770 Medication Record.
d. Receipt of Medications From The Pharmacy: The nurse, or staff assigned by the
Pharmacy Director, or designee, will
i. promptly check the medications received and compare them against the
pharmacy delivery sheet and the residents' current physician orders;
ii. notify the pharmacy of any discrepancies between the medications received and
the delivery sheet and current physician orders;
iii. enter any new medications into the individual's MAR;
iv. dispose of any duplicate medications in a bottle in the manner described below;
v. return to the pharmacy any unused medication in bubble packs; and
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vi. store the medication in the locked medication cart after it has been checked in.
e. Receipt of Medications From Individuals: The nurse, or staff assigned by the Pharmacy
Director, or designee, will:
i. determine if there is a physician's order for the medication, and if not, assist the
individual in obtaining an order for the medication;
ii. Ensure all medication containers are labeled with the individual's name, the
name of the medication, the strength and dosage amount, the route of
administration, and the frequency of administration;
iii. Enter the medication in the individual's MAR; and
iv. Store the medication in the locked medication cart.
f. Sample Medications: Sample medications may be used if
i. the medication is prescribed by a physician;
ii. the container with the medication contains individual's name, the name of the
medication, the strength and dosage amount, the route of administration, and the
frequency of administration;
iii. the medication is entered in the individual's MAR; and
iv. the medication is stored in the locked medication cart.

g. Storage of Medication: All medication must be kept in the locked medication cart in
the secure area designated by the Pharmacy Director for each program.

h. Licensing & Registration Requirements For Medication Administration: Employees or
contractors responsible for medication administration must be authorized by state law
and be:
i. licensed by the Commonwealth of Virginia to administer medications; or
ii. must have completed 32 hour Medication Management Class.
i. Administration of Medications:
i. Employees or contractors administering medications must meet the licensing or
registration requirements.
ii. Medications will be administered only to the individuals for whom the
medication is prescribed and shall be administered as prescribed.
iii. Medications must be administered no more than one hour before or one hour
after the prescribed time for administration.
iv. The administration shall be documented on the MAR and initialed by the person
administering the medications.
v. Any refusal of medication must be documented in on the MAR and initialed.
j.

Disposing Of Medications: The nurse, or staff member assigned by the Pharmacy
Director or designee, shall promptly dispose of discontinued drugs and drug containers
with worn, illegible, or missing labels.
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i. Medication in sealed bubble packs will be returned to the pharmacy.
ii. Medication in bottles will be placed in a biohazard bag and the Program
Manager will be notified of the need to dispose of the biohazard bag.
k. Medication Errors And Adverse Drug Reactions: In the event of a medication error or
adverse drug reaction, the employee or contractor administering the medication in error
or discovering the medication error and adverse drug reaction shall:
i. Administer first aid if indicated;
ii. Promptly contact a poison control center, pharmacist, nurse, or physician, and
respond as directed;
iii. Notify the individual's physician as soon as possible unless the situation is
addressed in standing orders;
iv. Record the medication error or adverse drug reaction in the individual's
medication log;
v. Document actions taken on Form 680 Treatment Note in the individual's
medical record; and
vi. Follow the applicable procedures in Policy 520 Risk Management, including the
completion of Form 520.1/710/800 Crisis Intervention/Serious Incident Report.
1.

Quality Assurance:
i. The nurse, or staff assigned by the Pharmacy Director, or designee, will review
the MARs and any medication errors on a monthly basis and provide a report to
the Clinical Director.
ii. The Clinical Director will review these reports monthly and implement any
corrective actions that are needed.
iii. Trends, patterns, and a summary of the medication errors will be reported to the
Clinical Committee of the Board of Directors at least annually.

m. Continuing Education: The Director of Administration will arrange for in-service
training and continuing education for employees responsible for the administration and
storage of medication.
n. Consultation and Information: The staff psychiatrist and nurse will provide
consultation to individuals, authorized representatives, and family members on issues of
basic pharmacology, including medication side effects.
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CRISIS INTERVENTION & SERIOUS INCIDENT REPORT
individual's Name:

Date:

Time:

Nature of Crisis/Emergency/Incident:

Precipitating Factors:

Treatment or Interventions Provided:

Outcome (including severity of injuries if any):

Employees or Contractors Involved:

Notifications Made To:

Name & Signature

Date

Review Of Crisis Intervention/Serious Incident
Findings And Recommended Corrective Action (if any):

Name, Signature, Title of person reviewing report

Form 520/710/800 Crisis Intervention & Serious Incident Report

Date

Medication Record

Last Name

Medication Name

First Name

Dosage

Form 750.1 /770 Medication Record

Frequency

Birth Date

Order Date

Expire Date

Prescribed by:

Social Security Number

Prescribed for:

Date of Lab For Clozaril

GATEWAY HOMES, INCORPORATEDD
GATEWAY FARMS, INCORPORATED
BY-LAWS
ARTICLE I - NAME
SECTION 1: The name of this corporation shall be Gateway Homes, Inc.
SECTION 2: The mailing address and principal office of the corporations shall be established
as directed by the Board of Directors. The corporation may have other offices as the Board of
Directors may determine from time to time. The corporation shall have and continuously
maintain in the State of Virginia a registered office as required by the Corporation Code of the
State of Virginia. The registered office may be, but need not be, identical with the principal
office.
ARTICLE II - PURPOSE
SECTION 1: The purpose of this corporation, as a private, nonprofit entity, is to establish and
provide transitional, residential, treatment for individuals living with mental illness, and in
general, to do everything necessary, incidental and proper, for the accomplishment of any of the
purposes or the attainment of any of the objectives enumerated in the Articles of Incorporation
of Gateway Homes, Inc. The affairs and activities of Gateway Homes, Inc. shall be carried out
at all times in conformity with all applicable provisions of the Internal Revenue Code of 1986, as
amended, affecting nonprofit organizations qualified under section 501(c) (3) thereof.
ARTICLE III - GOVERNMENT
SECTION 1: The constitution of the corporation consists of the Articles of Incorporation as filed
with the State Corporation Commission.
SECTION 2: The government of this corporation shall be vested in the Board of Directors,
subject to these by-laws and any regulations or laws, enacted by the Federal government or the
government of Virginia to govern organizations participating in the same or similar business or
providing the same or similar service for which this corporation was formed.
ARTICLE IV - DIRECTORS
SECTION 1: The affairs of the corporation shall be managed by its Board of Directors. The
composition of the Board of Directors shall be in accordance with the provisions of Article IV
Section 2.
SECTION 2: The number of Directors shall not be more than twenty-four (24) and not less than
seven (7). Each Director is eligible to serve a term of three years, not to exceed three
consecutive terms. If there is a vacancy on the Board between annual meetings, the remaining
Directors may fill said vacancy. A Director elected to fill a vacancy shall be elected for the
unexpired term of his/her predecessor and upon the expiration of his/her predecessor's term,
; the Director may be elected to serve for a term of three years, not to exceed two terms. The
Directors shall be divided into three classes of seven members so there shall be a continuity of
fourteen (14) with the election each year.

SECTION 3: A regular annual meeting of the Board of Directors shall be held without
other notice than this by-law, in January. Other dates may be designed by the Board of
Directors, however, notification of such alternative dates will be forwarded to all
Directors at least ten (10) days prior to said date. At the annual meeting, the Board of
Directors shall entertain, at a minimum, the following action items: (a) election of
Officers; and (b) designation of committees.
SECTION 4: Special meetings of the Board of Directors may be called by or at the
request of the President, or any two (2) Directors.
SECTION 5: Notice of any meeting, regular or special, of the Board of Directors shall
be given at least ten (10) days previously thereto by written notice delivered personally,
of sent by mail to each Director at his or her address as shown by the records of the
corporation, sent by electronic transmission in a manner authorized by the Director, or
made by telephone in a manner authorized by the Director. Mailed notice shall be
deemed to be delivered when deposited in the United States mail in a sealed envelope
so addressed, with postage thereon prepaid. Electronically transmitted notice shall be
deemed to be delivered when transmitted. Notice by telephone shall be deemed to have
occurred when the telephone call was made. Any Director may waive notice of any
meeting, and the attendance of a Director at such meeting shall constitute a waiver of
notice of such meeting, except where a Director attending a meeting for the express
purpose of objecting to the transaction of any business because the meeting is not
lawfully called or convened.
Neither the business to be transacted at, nor the purpose of, any regular or special
meeting of the Board need be specified in the notice or waiver of the notice of such
meeting, specifically required by law or by these by-laws.
SECTION 6: Any Director may be removed, with or without cause, by a majority vote of
the members present, subject only to the quorum provisions provided hereinafter. Prior
to any such removal, at a meeting called for the purpose of removing such Director,
reasonable notice shall be given to the affected member of such proposed action. If
any Directors are so removed, new Directors may be elected at the same time.
SECTION 7: The act of a majority of the Directors present at a meeting at which
quorum is present shall be the act of the Board of Directors, unless the act of a greater
number is required by law or by these by-laws. A Director may be deemed present by
teleconference or videoconference.
SECTION 8: A Director may request a leave of absence not to exceed 12 months.
Such leave may be granted at the discretion of the Board. Any Director who is absent
for three consecutive regular meetings of the Board, without adequate excuse, shall be
considered as having resigned, and his/her place shall be treated as vacant.
SECTION 9: A quorum shall consist of one-third (1/3) of the number of the Board of
Directors for the transaction of business at any meeting.
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ARTICLE V - OFFICERS
SECTION 1: The officers of the corporation shall be a President, a Vice President, a
Secretary, and a Treasurer, and such other officers as may be elected in accordance
with the provisions of this article. The Board of Directors may elect or appoint such
other officers as it shall deem desirable, such officers to have the authority and perform
the duties prescribed from time to time, by the Board of Directors.
SECTION 2: The officers shall be elected at an annual meeting of the Directors and
shall hold office for a single term of two years without succession unless removed by
the Board of Directors. Vacancies among the officers shall be filled by election by the
Board at the next regular meeting. The officers shall receive no compensation for their
services.
SECTION 3: Any officer elected or appointed by the Board of Directors may be
removed by the Board of Directors with or without cause by a majority vote of the
members present, subject only to the quorum provisions as stated in Article IV, Section
9. If any officers are so removed, new officers may be appointed by the Board of
Directors. Prior to any such removal, reasonable notice shall be given to the affected
officer of such proposed actions. An officer appointed to fill a vacancy shall be elected
for the unexpired term of his/her predecessor in office.
SECTION 4: The President shall be the principal executive officer of the corporation
and shall, in general, supervise all of the business and affairs of the corporation.
He/she shall preside at all meetings of the members of the Board of Directors and the
Executive Committee. He/she may sign, with the secretary or any other proper officer
of the corporation authorized by the Board of Directors, any deeds, mortgages, bonds,
contracts or other instruments which the Board of Directors has authorized to be
executed, except in cases where the signing and execution thereof shall be expressly
delegated by the Board of Directors or by these by-laws or by statute to some other
officer or agent of the corporation; and, in general, he/she shall perform all duties
incident to the office of the President and such other duties as may be prescribed by the
Board of Directors from time to time.
SECTION 5: In the absence of the President or in the event of his/her inability or
refusal to act, the Vice President shall perform the duties of the President, and who so
action, shall have all the powers of and be subject to all the restrictions upon the
President. The Vice President shall perform such other duties as from time to time may
be assigned by the President or by the Board of Directors.
SECTION 6: The Treasurer shall have charge and custody of and be responsible for all
funds and securities of the corporation, receive and give receipts for moneys due and
payable to the corporation from any source whatsoever, and deposit all such moneys in
the name of the corporation in such banks, trusts or other depositories as shall be
selected in accordance with the provisions of these by-laws; and, in general, perform all
the duties incident to the office of Treasurer and such other duties or from time to time
may be assigned to him by the President or the Board of Directors.
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SECTION 7: The Secretary shall keep the minutes of the meeting of the Board of
Directors in one or more books provided for that purpose, see that all notices are duly
given in accordance with the provisions of these by-laws or as required by law; be
custodian of the corporation records and of the seal of the corporation and see that the
seal of the corporation is affixed to all documents, the execution of which on behalf of
the corporation under its seal is duly authorized in accordance with the provision of
these by-laws; keep a register of the post office address of each member which shall be
furnished to the Secretary by such members; and in general perform all duties incident
to the office of Secretary and such other duties as from time to time may be assigned to
him/her by the President or the Board of Directors.
ARTICLE VI - ELECTIONS
SECTION 1: The Governance Committee shall nominate at least one candidate for
each office and available positions on the Board of Directors.
SECTION 2: Elections shall be held annually at the January meeting.
names may be placed in nomination from the floor.

Additional

SECTION 3: Proxies will not be recognized. If there is more than one candidate for an
office or directorship, voting for that position shall be done by secret ballot.
SECTION 4: The term of all officers and Directors of the corporation shall be as stated
in Article IV, Section 2 and Article V, Section 2 of these by-laws.
ARTICLE VII - COMMITTEES
SECTION 1: Standing Committees shall be the Executive, Governance, Finance,
Development, and Clinical Committees. Other committees may be designated by the
President.
SECTION 2: Each member of a committee shall continue as such until his/her
successor is appointed, unless the committee shall be sooner terminated, or unless
such member be removed from such committee.
SECTION 3: One member of each committee shall be appointed chairman by the
person or persons authorized to appoint the members.
SECTION 4: Vacancies in the membership of any committee may be filled by
appointments made in the same manner as provided in the case of the original
appointment.
SECTION 5: The Executive Committee shall consist of the officers of the corporation,
the chairman of the standing committees, and one other Director at large. The
Executive Committee shall meet at least quarterly. In the event of vacancies, members
of the Executive Committee shall be appointed by the President. The Executive
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Committee shall have and may exercise the powers of the Board of Directors between
meetings of the Board, except that the Executive Committee shall not have the power to
adopt the budget, approve a merger, consolidation or liquidation or the corporation,
amend the Articles of Incorporation or take any action which is contrary to the policies
established by the Board of Directors. The actions taken by the Executive Committee
shall be reported at the next meeting of the Board of Directors. The President shall be
the chairman of the Executive Committee.
SECTION 6: The Governance Committee shall consist of at least two members of the
Board of Directors elected at the annual meeting and others willing to serve on a
consulting basis as approved by the President. The Governance Committee shall serve
until the next annual meeting and shall meet at least annually. Vacancies on the
Governance Committee shall be filled by the President with the approval of the Board of
Directors. The chairman of the Governance Committee shall be appointed by the
President from among the members of the Governance Committee.
The Governance Committee shall present at the annual meeting of the Board of
Directors a slate of nominees for membership on the Board of Directors, a nominee for
each office, and a slate of nominees for Governance Committee membership. The
slate of nominees shall be mailed to all Directors and nominees at least ten days before
the annual meeting.
At the annual meeting, additional nominations may be made from the floor with the prior
consent of the nominee. When there is more than one nominee for a position, election
shall be by secret ballot and a plurality of votes cast shall elect. If there is only one
nominee for a position, election shall be by voice vote unless any Director requests that
the vote be taken by ballot.
SECTION 7: The Finance Committee shall consist of at least two, but not more than
ten, members of the Board of Directors appointed by the President. The chairman of the
Finance Committee shall be the member of the Board of Directors elected to serve as
Treasurer. The Finance Committee shall evaluate the financial operations of the
corporation and report to the Board of Directors.
SECTION 8; The Development Committee shall consist of at least four members of the
Board of Directors appointed by the President and shall meet at least quarterly. The
Development Committee shall work with the Board of Directors to raise sufficient funds
to accomplish the objectives enumerated in the Articles of Incorporation.
SECTION 9: The Clinical Committee shall consist of at least two members of the Board
of Directors appointed by the President and shall meet at least quarterly. The Clinical
Committee shall evaluate the clinical operations of the corporation to ensure compliance
with applicable laws and regulations and report to the Board of Directors.
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ARTICLE VIII - CONFLICTS OF INTEREST
SECTION 1: No contract or other transaction between the corporation and one or more
if its officers, Directors, or employees, or in which one or more if its officers, Directors, or
employees are interested, and no contracting or other transaction between the
corporation and any other organization in which one or more of its officers, Directors, or
employees are Directors, officers, partners or trustees, or are interested, shall be either
void or voidable because of such relationship or interest or because such Director or
Directors are present at the meeting of the Board of Directors or a committee thereof
which authorizes, approves or ratifies such contract or transaction or because his, her
or their votes are counted for such purpose, if: (a) the fact of such relationship or
interest is disclosed or known to the Board of Directors or committee that authorizes,
approves or ratifies the contract or transaction by a vote or consent sufficient for the
purpose without counting the votes or consents of such interested Directors, or (b) the
contract or transaction is fair and reasonable to the corporation and bears the earmarks
of an arm's length bargain. Common or interested Directors may be counted in
determining the presence of a quorum at a meeting of the Board of Directors or a
committee thereof that authorizes, approves or ratifies such contract or transaction.
ARTICLE IX - INDEMNIFICATION AND INSURANCE
SECTION 1: Every person, and his or her heirs, executors and administrators, who
was or is a party or is threatened to be made a party to any threatened, pending or
completed action, suit or proceeding of any kind, whether civil, criminal, administrative,
arbitrative or investigative, or was or is the subject of any claim, and whether or not by
or in the right of the corporation, by reason or his or her being or having been a Director
or officer of the corporation, or by reason of his or her serving or having served at the
request of another corporation, partnership, joint venture, committee, trust or other
enterprise, or at the request of the corporation in any capacity that under Federal law
regulating employee benefit plans would or might constitute him or her a fiduciary with
respect to any such plan, whether or not such plan is or was for employees or the
corporation, shall be indemnified within the confines of any insurance then in effect, by
the corporation against expense (including attorney's fees), judgments, fines, penalties,
awards, costs, amounts paid in settlement, and liabilities of all kinds, actually and
reasonably incurred by him or her in connection with, or resulting from, such action, suit
proceeding or claim, provided that no indemnification shall be made against his or her
gross negligence or willful misconduct.
Expenses (including attorney's fees) incurred by or in respect of any such person in
connection with any such action, suit or proceeding, whether civil, criminal,
administrative, arbitrative or investigative, may be paid by the corporation in advance of
the final disposition thereof upon receipt or an undertaking by, or on behalf of, such
person to repay amount, unless it shall ultimately be determined that he or she is
entitled to be indemnified by the corporation.
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The Board of Directors of the corporation shall have the power, generally and in specific
cases, to indemnify its other employees and agents to the same extent as provided in
this Article with respect to its Directors and officers.
The provisions of this Article are in addition to, and not in substitution for, any other right
to indemnify to which person who is or may be indemnified by or pursuant to this Article
may otherwise be entitled, and to the powers otherwise accorded by law to the
corporation to indemnify any such person.
If any provisions of this Article shall be adjudicated invalid or unenforceable, such
adjudication shall not be deemed to invalidate or otherwise affect any other provision
hereof or any power to indemnity which the corporation may have under the laws of the
Commonwealth of Virginia.
The Board of Directors of the corporation shall have the power to purchase and
maintain insurance on behalf of any person who is or was a Director, officer, employee
or agent of the corporation, or is or was serving at the request of the corporation,
partnership, joint venture, trust or other enterprise against liability asserted against him
or her and incurred by him or her in any such capacity or arising out of his or her status
as such.
ARTICLE X - CONTRACTUAL AND FINANCIAL
SECTION 1: The Board of Directors may authorize any officer or officers, agent or
agents of the corporation in addition to the officers so authorized by these by-laws, to
enter into any contract or execute and deliver any instrument in the name of, or on
behalf of, the corporation, and authority may be general or confined to specific
instances.
SECTION 2: All checks, drafts or orders for the payment of money, notes or other
evidence or indebtedness issued in the name of the corporation shall be signed by an
officer, officers, agent or agents of the corporation and in such manner as shall from
time to time be determined by the resolution of the Board of Directors in the absence of
provisions made, therefore in these by-laws.
SECTION 3: All funds of the corporation shall be deposited from time to time to the
credit of the corporation in such banks, trusts or other depositories as the Board of
Directors may select.
SECTION 4: The Board of Directors may accept on behalf of the corporation any
contribution, gift, bequest or devise for the general purpose or any other special
purpose of the corporation.
SECTION 5: No loans shall be contracted on behalf of the corporation and no evidence
of indebtedness shall be issued in the corporate name unless authorized by a resolution
of the Board of Directors.
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ARTICLE XI - BOOKS AND RECORDS
SECTION 1: The corporation shall keep correct and complete books and records of
account and shall also keep minutes of the proceedings of meetings of its Board of
Directors and Committees having any of the authority of the Board of Directors, and
shall keep at the registered or principal office a record giving the names and addresses
of the members entitled to vote. All books and records of the corporation may be
inspected by any member or his agent or attorney for any proper purpose at any
reasonable time.

ARTICLE XII - SEAL
SECTION 1: The Board of Directors shall provide a corporate seal, which shall be in
the form of a circle and shall have inscribed thereon the name of the corporation and
the words "Corporate Seal."
ARTICLE XIII - WAIVER OF NOTICE
SECTION 1: Whenever any notice is required to be given under the provisions of law
or under the provisions of the Articles of Incorporation or by the by-laws of the
corporation, a waiver thereof in writing signed by the person or persons entitled to such
notice, whether before or after the time stated therein, shall be deemed equivalent to
the giving of such notice.
ARTICLE XIV - AMENDMENTS
SECTION 1: The by-laws may be amended by majority vote of those present and
voting at a meeting of the Board of Directors provided the Board has been notified in
writing of the proposed changes prior to the meeting.
SECTION 2: The by-laws shall be reviewed the by Board of Directors at least every two
years.
1.
2.
3.
4.
5.

Amended by
Amended by
Amended by
Amended by
Amended by

Board of Directors' May 1998.
Board of Directors' November 2002.
Board of Directors' January 2005.
the Board of Directors September 2005.
the Board of Directors January 2010

Page 8

mt

GATEWAY HOMES, INC
Conflict Of Interest Policy
Article I
Purpose
The purpose of this Conflict of Interest Policy is to protect Gateway Homes, Inc.'s ("Gateway") taxexempt interest when it is contemplating entering into a transaction or arrangement that might benefit a
private interest of an officer, director, or employee of Gateway, or might result in a possible excess
benefit transaction. This policy is intended to supplement but not replance any applicable state and
federal laws governing conflict of interest applicable to nonprofit and charitable organizations.

Article II
Definitions
1.

Interested Person Any director, principle officer, member of a committee with board delegated
powers, or employee, who has a direct or indirect financial interest, as defined below, is an
interested person.

2.

Financial Interest A person has a financial interest if the person has, directly or indirectly,
through business, investment, or family:
a. An ownership or investment interest in any entity with which Gateway has a transaction or
arrangement,
b. A compensation arrangement with Gateway or with any entity or individual with which
Gateway has a transaction or arrangement, or
c. A potential ownership or investment interest in, or compensation arrangement with, any
entity or individual with which Gateway is negotiating a transaction or arrangement.
Compensation includes direct and indirect remuneration as well as gifts or favors that are not
insubstantial.
A financial interest is not necessarily a conflict of interest. Under Article III, Section 2, a person
who has a finanical interest may have a conflict of interest only if the appropriate board or
committee decides that conflict of interest exists.
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Article III
Procedures
1.

Duty to Disclose In connection with any actual or possible conflict of interest, an interested
person must disclose the existence of the financial interest and be given the opportunity to
disclose all material facts to the directors and members of the committee with board delegated
powers considering the proposed transaction or arrangement. An interested person shall make
this disclosure by completing the Conflict of Interest Form attached to this policy and forwarding
the Form to the President of the Board of Directors. All officers, directors, and designated
managerial employees of Gateway shall review this policy and complete the attached Conflict of
Interest Form on an annual basis.

2.

Determining Whether a Conflict of Interest Exists After disclosure of the finanical interest,
and all other material facts, and after any discussion with the interested person, she/he shall leave
the board or committee meeting while the determination of a conflict of interest is discussed and
voted upon. The remaining board members or committee members shall decide if a conflict of
interest exists.

3.

Procedures for Addressing the Conflict Of Interest
a. An interested person may make a presentation at the board or committee meeting, but after
the presentation, she/he shall leave the meeting during the discussion of, and the vote on, the
transaction or arrangement involving the possible conflict of interest.
b. The chairperson of the board or committee shall, if appropriate, appoint a disinterested
person or committee to investigate alternatives to the proposed transaction or arrangement.
c. After exercising due diligence, the board or committee shall determine whether Gateway can
obtain with reasonable efforts a more advantageous transaction or arrangement from a person
or entity that would not give rise to a conflict of interest.
d. If a more advantegous transaction or arrangement is not reasonably possible under
circumstances not producing a conflict of interest, the board or committee shall determine by
a majority vote of the disinterested directors whether the transaction or arrangement is in
Gateway's best interest, for its own benefit, and whether it is fair and reasonable. In
conformity with the above determination, it shall make its decision as to whether to enter into
the transaction or arrangement.

4.

Violations of the Conflicts of Interest Policy
a. If the board or committee has reasonable cause to believe a member has failed to disclose
actual or possible conflicts of interest, it shall inform the member of the basis for such belief
and afford the member an opportunity to explain the alleged failure to disclose.
b. If, after hearing the member's response and after making further investigation as warranted
by the circumstancess, the board or committee determines the member has failed to disclose
an actual or possible conflict of interest, it shall take appropriate disciplinary and corrective
action.
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Article IV
Records of Proceedings
The minutes of the board and all committees with board delegated powers shall contain:
1. The names of the persons who disclosed or otherwise were found to have a financial interest in
connection with an actual or possible conflict of interest, the nature of the finacial interest, any
action taken to determine whether a conflict of interest was present, and the board's or committee's
decision as to whether a conflict of interest in fact existed.
2. The names of the persons who were present for discussions and votes relating to the transaction or
arrangement, the content of the discussion, including alternatives to the proposed transaction or
arrangement, and a record of any votes taken in connection with the proceedings.

Article V
Compensation
1.
2.

3.

A voting member of the board who receives compensation, directly or indirectly, from Gateway
for services is precluded from voting on matters pertaining to that member's compensation.
A voting member of any committee whose jurisdiction includes compensation matters and who
receives compensation, directly or indirectly, from Gateway for services is precluded from
voting on matters pertaining to that member's compensation.
No voting member or board or any committee whose jurisdiction includes compensantion,
directly or indirectly, from Gateway, either individually or collectively, is prohibited from
providing information to any committee regarding compensation.

Article VI
Annual Statements
Each director, priniciple officer, member of a committee with board delegated powers, or employee,
shall annually sign a statement which affirms such person:
1.
Has received a copy of Gateway's conflicts of interest policy;
2.
Has read and understands the policy;
3.
Has agreed to comply with the policy; and
4.
Understands Gateway is charitable and in order to maintain its federal tax exemption it must
engage primarily in activities which accomplish one or more of its tax-exempt purposes.

Article VII
Periodic Reviews
To ensure Gateway operates in a manner consistent with charitable purposes and does not engage in
activities that could jeopardize its tax-exempt status, periodic reviews shall be conducted. The periodic
reviews, at a minimum, include the following subjects:
1.
Whether compensation arrangements and benefits are reasonable, based on competent survey
information, and the results of arm's length bargaining.
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2.

Whether partnerships, joint ventures, and arrangements with management organizations conform
to Gateway's written policies, are properly recorded, reflect reasonable investment or payment
for goods and services, further charitable purposes and do not result in inurement, impermissible
private benefit, or in an excess benefit transaction.

Article VIII
Use of Outside Experts
When conducting periodic reviews as provided for in Article VII, Gateway may, but need not, use
outside advisors. If outside experts are used, their use shall not relieve the board of its responsibility for
ensuring periodic reviews are conducted.

Reviewed and Approved By The Board of Directors:

January 2006
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GATEWAY HOMES
OF GREATER RICHMOND, INC.

Conflict of Interest
Disclosure Form
This form must be filled out annually by all parties specified in Gateway Homes' Conflict of Interest
Policy ratified by Gateway's Board of Directors on November 21, 2005 and revised on January 24,
2006.
I have no conflict of interest to report.
I have the following conflict of interest to report (please specify)

I hereby verify, by my signature below, that I have received a copy of Gateway's Conflict of Interest
Policy, have read and understood the policy, and have reported any conflict of interest.

Signature

Printed Name

Title

Date
cc:

Board of Directors File / Employee Personnel File

Promulgated by the National Council of Nonprofit Associations
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GATEWAY HOMES, INC.

Code of Ethical Conduct
Article I Personal and Professional Integrity
All staff, board members, and volunteers of Gateway are expected to act with honesty, integrity, and
openness in all their dealings as representatives of the organization. The organization promotes a working
environment that values diversity, respect, fairness, and integrity. Gateway's reputation for integrity and
excellence requires the careful observance of all applicable laws and regulations, as well as a scrupulous
regard for personal integrity and the highest standards of professional, legal, and ethical conduct.

Article II Mission
Gateway has a clearly stated mission and purpose, approved by the board, in pursuit of the public good.

Gateway's mission is to provide a transitional residential treatment program and essential
services to promote and support adults with mental illness living independently. All of its
programs support that mission and all persons who work for or on behalf of the organization understand
and are loyal to that mission and purpose.

Article III Governance
Gateway has an active governing body, the board, which is responsible for setting the mission and strategic
direction of the organization and oversight of the finances, operations, and policies of Gateway. In
carrying out these responsibilities, the board
•

•
•

•
•
•
•
•
•

Ensures that its members have the requisite skills and experience to carry out their duties and that
all members understand and fulfill their governance duties acting for the benefit of Gateway and its
public purpose
Has a conflict-of-interest policy that ensures that any conflicts of interest or the appearance thereof
are avoided or appropriately managed through disclosure, recusal, or other means
Is responsible for the hiring, firing, and regular review of the performance of its chief executive,
and ensures that the compensation of the Executive Director, and other senior management
positions as the board deems appropriate, is reasonable
Ensures that the Executive Director and appropriate staff provide the board with timely and
comprehensive information so that the board can effectively carry out its duties
Ensures that Gateway conducts all transactions and dealings with integrity and honesty
Ensures that Gateway promotes working relationships with board members, staff, volunteers, and
program beneficiaries that are based on mutual respect, fairness, and openness
Ensures that the organization is fair and inclusive in its hiring and promotion policies and practices
for all board, staff, and volunteer positions
Ensures that policies of Gateway are in writing, clearly articulated, and officially adopted
Is responsible for engaging independent auditors to perform an annual audit of Gateway's financial
statements, and has a finance committee that is responsible for overseeing the reliability of
financial reporting, including the effectiveness of internal control over financial reporting,
reviewing, and discussing the annual audited financial statements to determine whether they are
complete and consistent with operational and other information known to the committee
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•
®

members, understanding significant risks and exposures and management's response to minimize
the risks, and understanding the audit scope and approving audit and non—audit services
Ensures that the resources of Gateway are responsibly and prudendy managed
Ensures that Gateway has the capacity to carry out its programs effectively

Article IY Responsible Stewardship
Gateway manages its funds responsibly and prudendy. This includes the following considerations:
«
•
®
e
8
«
•

Spends an adequate amount on administrative expenses to ensure effective accounting systems,
internal controls, competent staff, and other expenditures critical to professional management
Compensates staff, and any others who may receive compensation, reasonably and appropriately
Knows that solicitation of funds has reasonable fundraising costs, recognizing the variety of
factors that affect fundraising costs
Does not accumulate operating funds excessively
Draws prudendy from endowment funds consistent with donor intent and to support the public
purpose of Gateway
Ensures that all spending practices and policies are fair, reasonable, and appropriate to fulfill the
mission of Gateway
Ensures that all financial reports are factually accurate and complete in all material respects

Article Y Openness and Disclosure
Gateway provides comprehensive and timely information to the public, the media, donors, regulatory
bodies, and all stakeholders and is responsive in a timely manner to reasonable requests for information.
All information about Gateway will fully and honesdy retiect the policies and practices of the organization.
Basic informational data about Gateway, such as the Form 990, will be posted online or otherwise made
available to the public. All solicitation materials accurately represent Gateway's policies and practices and
will retiect the dignity of program beneficiaries. All financial, organizational, and program reports will be
complete and accurate in all material respects.

Article VI Legal Compliance
Gateway is knowledgeable of, and complies with, all applicable laws and regulations.

Article VII Program Evaluation
Gateway regularly reviews program effectiveness and has mechanisms to incorporate lessons learned into
future programs. The organization is committed to improving its clinical, residential, and vocational
programs and organizational effectiveness and develops mechanisms to promote learning horn its
activities and the field. Gateway is responsive to changes in its field of human services and is responsive to
the needs of its constituencies.

Article VIII Inclusiveness and Diversity
Gateway has a policy of promoting inclusiveness and its staff, board, and volunteers reflect diversity in
order to enrich its programmatic effectiveness. Gateway takes meaningful steps to promote inclusiveness
in its hiring, retention, promotion, board recruitment, and constituencies served.

Article IX Fundraising
Gateway's solicitation of funds from the public or from donor institutions uses material that is truthful
about the organization. Gateway respects the privacy concerns of individual donors and expends funds
consistent with donor intent. Gateway discloses important and relevant information to potential donors.
In raising funds from the public, Gateway will respect the rights of donors, as follows:

Code of Ethical Conduct

Page 2 of 3

Donors will be informed of the mission of Gateway, the way the resources will be used, and their capacity
to use donations effectively for their intended purpose. Further, they will
•
•
•
•
®
•
•
•
•

Be informed of the identity of those serving on Gateway's governing board and to expect the
board to exercise prudent judgment in its stewardship responsibilities
Have access to Gateway's most recent financial reports
Be assured their gifts will be used for purposes for which they are given
Receive appropriate acknowledgment and recognition
Be assured that information about their donations is handled with respect and with confidentiality
to the extent provided by law
Be approached in a professional manner
Be informed whether those seeking donations are volunteers, employees of Gateway, or hired
solicitors
Have the opportunity for their names to be deleted from mailing lists that Gateway may intend to
share
Be encouraged to ask questions when making a donation and to receive prompt, truthful, and
forthright answers.

Article X Reporting Responsibility
It is the responsibility of all directors, officers, employees, and volunteers to comply with this Code of
Ethical Conduct and to report violations or suspected violations to a supervisor, the Executive Director,
or President of the Board in accordance with the organization's Whistleblower policy. All reports will be
prompdy investigated and appropriate corrective action will be taken if warranted by the investigation.

Article XI Policy Review
The Board of Directors shall review this policy at least every two years.

Reviewed and authorized by the Board of Directors: September 2009
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GATEWAY HOMES, INC.
Whistleblower Policy

Article I

Purpose

In keeping with the policy of maintaining the highest standards of conduct and ethics, Gateway Homes,
Inc. (Gateway) will investigate any suspected illegal, fraudulent, unethical, or dishonest conduct by staff,
board members, consultants, or volunteers.
Staff, board members, consultants, and volunteers should report suspected illegal, fraudulent, unethical, or
dishonest conduct (i.e., to act as "whistleblower"), pursuant to the procedures set forth below.

Article II

Reporting

A person's concerns about possible illegal, fraudulent, unethical, or dishonest conduct should be reported
to his or her supervisor or, if suspected by a volunteer, to the staff member supporting the volunteer's
work. If, for any reason, a person finds it difficult to report his or her concerns to a supervisor or staff
member supporting the volunteer's work, the person may report the concerns direcdy to the Executive
Director. If the suspected illegal, fraudulent, unethical, or dishonest conduct involves the Executive
Director, a report should be made to the President of the Board. Alternately, to facilitate reporting of
suspected violations where the person making the report wishes to remain anonymous, a confidential
written statement may be submitted to one of the individuals fisted above.

Article III

Definitions

Baseless Allegations
Allegations made with reckless disregard for their truth or falsity. Individuals making such allegations may
be subject to disciplinary action by Gateway, and/or legal claims by individuals accused of such conduct.

Illegal, Fraudulent, Unethical, or Dishonest Conduct
Covered conduct violates applicable laws or Gateway's policies, or is unethical, fraudulent, or dishonest
with respect to Gateway's resources, properties, operations, or clients. Examples of such conduct includes
but is not limited to:
•
•

Supplying false or misleading information on Gateway's financial or other public documents,
including its Form 990;
Providing false information to or withholding material information from Gateway's Board, donors,
or auditors;
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»

o

8

»
•

8
8

e
e
•

Destroying, altering, mutilating, concealing, covering up, falsifying, or making a false entry in any
records that may be connected to an official proceeding, in violation of federal or state law or
regulations;
Altering, destroying, or concealing a document, or attempting to do so, with the intent to impair
the document's availability for use in an official proceeding or otherwise obstructing, influencing,
or impeding any official proceeding, in violation of federal or state law or regulations;
Embezzling, self-dealing, private inurnment (i.e., Gateway's earnings inuring to the benefit of a
director, officer, or senior management) and private benefit (i.e., Gateway's assets being used by
anyone in the organization for personal gain or benefit);
Paying for services or goods that are not rendered or delivered;
Using remarks or actions of a sexual nature that are not welcome and are likely to be viewed as
personally offensive, including sexual flirtations; unwelcome physical or verbal advances; sexual
propositions; verbal abuse of a sexual nature; the display of sexually suggestive objects, cartoons,
or pictures; and physical contact of a sexual or particularly personal nature;
Using epithets, slurs, negative stereotyping, and threatening, intimidating, or hostile acts that relate
to race, color, religion, gender, national origin, age, or disability;
Circulating or posting written or graphic material in the workplace that denigrates or shows
hostility or aversion toward an individual or group because of race, color, religion, gender, sexual
orientation, nationality, age, or disability;
Discriminating against an employee or potential employee due to a person's race, color, religion,
sex, sexual orientation, national origin, age, physical or mental impairment, or veteran status;
Violating Gateway's, Conflict-of-interest, Code of Ethics, Personnel, or any other policies; or
Facilitating or concealing any of the above or similar actions.

Whistleblower
An employee, consultant, or volunteer who informs a supervisor, the Executive Director, or the President
of the Board about an activity relating to Gateway which that person believes to be illegal, fraudulent,
unethical, or dishonest.

Article IV Rights And Responsibilities
Supervisors
Supervisors are required to report suspected illegal, fraudulent, unethical, or dishonest conduct to the
Executive Director. Reasonable care should be taken in dealing with suspected misconduct to avoid:
•
8
8

Baseless allegations;
Premature notice to persons suspected of misconduct and/or disclosure of suspected misconduct
to others not involved with the investigation; and
Violations of a person's rights under law.

Due to the important yet sensitive nature of the suspected violations, effective professional follow-up is
critical. Supervisors, while appropriately concerned about "getting to the bottom" of such issues, should
not in any circumstances perform any investigative or other follow-up steps on their own. Accordingly, a
supervisor who becomes aware of suspected misconduct should not:
a
8

Contact the person suspected to further investigate the matter or demand restitution;
Discuss the case with attorneys, the media, or anyone other than the Executive Director; or
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•

Report the case to an authorized law enforcement officer without first discussing the case with the
Executive Director.

Investigation
The Executive Director, or the President of the Board in any matters involving the Executive Director,
shall assign an individual to investigate the claim and shall supervise the investigation, documentation, and
reporting processes. All relevant matters, including suspected but unproved matters, will be reviewed and
analyzed, with documentation of the receipt, retention, investigation, and treatment of the complaint.
Appropriate corrective action will be taken, if necessary, and findings will be communicated to the
reporting person and his or her supervisor. Investigations may warrant investigation by independent
persons such as auditors and/or attorneys.
Whistleblower Protection
Gateway will protect whistieblowers as follows:
®

•

•

Gateway will use its best efforts to protect whisdeblowers against retaliation. Whisdeblowing
complaints will be handled with sensitivity, discretion, and confidentiality to the extent allowed by
the circumstances and the law. Generally, this means that whisdeblower complaints will only be
shared with those who have a need to know so that Gateway can conduct an effective
investigation, determine what action to take based on the results of any such investigation, and in
appropriate cases, consult with law enforcement personnel. (Should disciplinary or legal action be
taken against a person or persons as a result of a whistleblower complaint, such persons may also
have the right to know the identity of the whistleblower.)
Employees, consultants, and volunteers of Gateway shall not retaliate against a whisdeblower for
informing management about an activity which that person believes to be illegal, fraudulent,
unethical, or dishonest with the intent or effect of adversely affecting the terms or conditions of
the whistieblowers employment, including but not limited to, threats of physical harm, loss of job,
punitive work assignments, or impact on salary or fees. Whistieblowers who believe that they have
been retaliated against may file a written complaint with the Executive Director. Whistieblowers
who believe that they have experienced retaliation from the Executive Director may file a written
complaint with the President of the Board. Any complaint of retaliation will be promptly
investigated and appropriate corrective measures taken if allegations of retaliation are
substantiated. This protection from retaliation is not intended to prohibit supervisors from taking
action, including disciplinary action, in the usual scope of their duties and based on valid
performance-related factors.
Whistieblowers must be cautious to avoid making baseless allegations as described above.

Reviewed and authorized by the Board of Directors: September 2009
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Gateway Homes, Inc
Policy and Procedures
Category: Financial & Accounting
Title: Asset Protection
Issued:
Revised: December 2013

Reference:
Number: 50
Pages:
Attachments:

None

I. Purpose: The purpose of this policy is to establish procedures for adequately protecting and
maintaining from unnecessary risk all of Gateway Homes, Inc.'s assets.
II. General Guidelines and Procedures: The Executive Director shall:
1. Insure against theft and casualty losses of tangible personal property to at least 80 percent
replacement value and against liability losses to board members, staff, or the organization itself
at no less than minimally acceptable prudent levels.

2.

Have sufficient employee dishonesty insurance and directors" and officers' liability insurance
for personnel with access to material amounts of funds.

3. Ensure office and equipment is not subjected to improper wear and tear or insufficient
maintenance.
4.

Protect the organization, its board, and staff from exposure leading to claims of liability.

5. Protect intellectual property, information, and files from loss or significant damage.
6. Seek bids or demonstrate other prudent methods for any purchases over $5,000 and protect
against conflicts of interest.
7. Recei ve, process, or disburse funds under financial controls that meet the board-appointed
auditor's or grantor's standards.
8. Invest or hold operating capital in secure instruments, such as insured checking accounts and
bonds of greater than
rating, interest-bearing accounts, except when necessary to facilitate
ease in operational transactions or where restricted by the funder.
9. Acquire, encumber, or dispose of real property only with board approval, with the price set on
any property to be disposed of following either a formal market appraisal or analysis of
comparable properties by at least two reputable realtors in that market.
10. Not endanger the organization's public image or credibility, particularly in ways that would
hinder its accomplishment of mission, except when necessary to accomplish its mission.
11. Establish and adhere to appropriate risk management procedures for clinical operations.
12. The Board of Directors shall review the Executive Director's compliance with this policy on an
annual basis.
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III. Policy Review: The Board of Directors shall review this policy at least every two years.
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GATEWAY HOMES, INC.
Executive Compensation Policy

Article I

Purpose

It is the policy of the Board of Directors to establish and maintain an executive compensation procedure for the
Executive Director which enables the organization to attract and retain the leadership needed to carry out the
mission of Gateway Homes and the policies of the board. Compensation should be responsive to market trends,
reflect the value of the functional demands of executive work, reward performance results and be based on factors
that provide for just and reasonable compensation as defined by law, comparability data and best governance
practice.

Article II

Definitions

•

Total compensation may include the following:
1. Base pay
2. Bonus plans
3. Other incentive plans as determined by the board

Article HI

Process

A. The Board of Directors authorizes the Executive Committee to review and make compensation decisions
for the Executive Director. Such decisions are reported to the full Board of Directors.
B. A review and approval of the compensation for the Executive Director shall occur initially upon hire of
the officer, whenever the term of employment is renewed or extended and whenever the officer's
compensation is modified. Separate review and approval is not required when a modification of
compensation extends to substantially all employees, e.g., a cost of living adjustment provided all
employees.
C. Within 90 days of the completion of the fiscal year, the Executive Committee of the Board of Directors
shall meet with the Executive Director to review performance and establish performance standards to be
used in determining compensation actions.
D. Information gathered and used in this process might include also the following:
• Compensation paid by organizations of similar size and purpose,
• Current compensation surveys complied by independent organizations.
E. Compensation actions taken by the Executive Committee must be documented and such documentation
should include the basis of the committee's actions and the names of the committee members involved in
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the actions. The minutes of the Executive Committee may fulfill this requirement. The minutes
documenting the process for determining compensation shall include the following:
• Terms of the compensation arrangements
• Approval date
• Names of the board members who approved the compensation decisions
• Data used in determining compensation
• Disclosures of conflict of interest - if any.
Article IV Policy Review
The Board of Directors shall review this policy at least every two years.

Reviewed and authorized by the Board of Directors: November 2010
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GATEWAY HOMES, INC.
Document Retention And Destruction Policy

Article I

Purpose

In accordance with the Sarbanes-Oxley Act, which makes it a crime for any nonprofit organization to alter,
cover up, falsify, or destroy any document with the intent of impeding or obstructing any official
proceeding, this policy provides for the systematic review, retention, and destruction of documents
received or created by Gateway Homes, Inc. (Gateway) in connection with the transaction of
organizational business. This policy covers all records and documents, regardless of physical form,
contains guidelines for how long certain documents should be kept, and how records should be destroyed
(unless under a legal hold). The policy is designed to ensure compliance with federal and state laws and
regulations, to elimina te accidental or innocent destruction of records, and to facilitate Gateway's
operations by promoting efficiency and freeing up valuable storage space.

Article II

Compliance And Reporting Responsibilities

Failure on the part of employees to follow this policy can result in possible civil and criminal sanctions
against Gateway and its employees. Each employee has an obligation to inform the Executive Director of
any potential or actual litigation, external audit, investigation, or similar proceeding involving Gateway.
Any questions regarding the reporting of proceedings or the retention of documents not listed in this chart
should be directed to the Executive Director.

Article III

Document Retention Schedule

The information listed in the retention schedule attached to this policy is intended as a guideline and may
not contain all the records Gateway may be required to keep in the future. Documents not included in
this schedule, but are substantially similar to those listed in the schedule, will be retained for the
appropriate length of time.

Article IV Document Destruction Procedures
The Executive Director is responsible for the ongoing process of identifying its records, which have
met the required retention period, and overseeing their destruction. Destruction of financial and
personnel-related documents and protected health information will be accomplished by shredding.
Document destruction will be suspended immediately upon any indication of an official
investigation or when a lawsuit involving Gateway is filed or appears imminent. Destruction will be
reinstated upon conclusion of the investigation.
Article V Policy Review
This policy shall be reviewed by the Board of Directors at least every two years.
Reviewed and authorized by the Board of Directors: September 2009
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DOCUMENT RETENTION SCHEDULE
File Category

Retention Period

Item

Permanent

Corporate Records Bylaws and Articles of Incorporation

Finance and
Administration

Corporate resolutions

Permanent

Board and committee meeting agendas and minutes

Permanent

Conflict-of-interest disclosure forms

4 years

Financial statements (audited)

Permanent

Auditor management letters

Permanent

Payroll records

Permanent

Journal entries

Permanent

Check register and checks

7 years

Bank deposits and statements

7 years

Charitable organizations registration statements (filed with
[State] Attorney General)

7 years

Chart of accounts

7 years

Expense reports

7 years

General ledgers and journals (includes bank reconciliations,
fund accounting by month, payouts allocations, securities
lending, single fund allocation, trust statements)

7 years

Accounts payable ledger

7 years

Investment performance reports

7 years

Investment consultant reports

7 years

Investment manager correspondence

7 years

Equipment files and maintenance records

7 years after disposition

Contracts and agreements

7 years after all obligations
end

Investment manager contracts

7 years after all obligations
end

Correspondence — general

3 years

Insurance Records Policies — occurence type

Real Estate

.

Permanent

Policies — claims-made type

Permanent

Accident reports

Permanent

Fire inspection records

Permanent

Safety (OSHA) reports

Permanent

Claims (after settlement)

Permanent

Group disability records

7 years after end of
benefits

Deeds

Permanent

Leases

7 years after all obligations
end

Mortgages, security agreements

7 years after all obligations
end

Purchase agreements

7 years after disposition
requirements
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DOCUMENT RETENTION SCHEDULE
File Category

(Item

i Retention Period

Tax

IRS exemption determination and related correspondence

Permanent

IRS Form 990s

7 years

Communications

Donor Services

Community
Philanthropy

Withholding tax statements

7 years

Correspondence with legal counsel or accountants, not
otherwise listed

7 years after return is filed

Timecards

3 years

One set of all communication documents kept on-site and
one kept off-site
Press releases

Permanent

Annual reports

Permanent (5 copies)

Other publications

7 years

Photos

7 years

Press clippings

7 years

Fund agreements (paper and digital copies)

Permanent

Correspondence — acknowledgment of gifts and grant
requests

Permanent

Donor fund statements

Permanent

Records from advisory committee or family fund meetings,
including minutes, if any, and lists of grants recommended for
approval

7 years

Scholarship grant records, including applications if foundation
7 years
staff participates in selection decisions

Consulting
Services

Approved grants — all documentation supporting grant
payment, including application/recommendation, due diligence,
grant agreement letters, grant transmittal letters, and post-grant
reporting information, if any

7 years after completion of
funded program, or date
of grant if general
operating support

Foundation funding requests, correspondence, and reports
(funding received)

7 years after completion of
program

Declined/withdrawn grant applications

3 years

foundation funding requests (denied)

3 years

Consulting contracts/filed

7 years after all obligations
end

Human Resources Employee personnel files

7 years

letirement plan benefits (plan descriptions, plan documents)

Permanent

imployee medical records

7 years

employee handbooks

7 years

Workers comp claims (after settlement)

7 years

employee orientation and training materials

7 years after use ends

1employment offer letter

7 years after all obligations
;nd

Iemployment applications

5 years

IRS Form 1-9 (store separate from personnel file)

Creater of 1 year after end
}f service, or three years

[Resumes

; year
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DOCUMENT RETENTION SCHEDULE
File Category

Item

Retention Period

Technology

Software licenses and support agreements

7 years after all obligations
end

Library

Directories and periodicals

2 years

General
Administration

Correspondence — chief executive and general

? 3 years

Appointment calendars — chief executive

7 years

Resident Medical Records

10 years

Summary of name, DOB, SSN, dates of service, and legal
guardian

Permanent

Protected Health
Information
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Gateway Homes, Inc.

Personnel Policies Manual
Last Reviewed by Legal Counsel - March, 2013
Approved by Board of Directors - November, 2005
Revised Version Approved - May 21, 2013

Welcome to Gateway Homes, Inc.
The purpose of this organization is to provide a transitional li ving program for
adults who are striving for independence. Our vision is to make recovery a reality
for ad ults with mental illness. We are driven by the belief that individuals with
severe mental illness are capable of leading fulfilling lives. Gateway has a proven
track record of helping individuals recover, return to school and work, and live as
independently as possible in the community of their choice.
AH employees must subscribe to the mission of Gateway and be supportive of the
full range of services it provides. This is your copy of the organization's personnel
policies. If you ever have any questions or concerns as you work with Gateway,
please share them with your immediate supervisor. If your questions or concerns
relate to harassment, intimidation, or discriminatory treatment, you are encouraged
to contact any individual in your chain of command, including the Executive
Director.

Revised 1
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Section I - Introduction
A. Purpose
This manual is designed to acquaint employees with certain current personnel policies,
practices and benefits of Gateway Homes, Inc. Gateway maintains the exclusive right to
modify, interpret, or eliminate any of these policies, practices and benefits at any time
with or without notice. This manual describes certain practices that Gateway generally
prefers to follow, but Gateway at all times maintains the discretion to follow other
practices it may find appropriate under the circumstances.
Employment with Gateway is for no specified term or duration. It is undertaken on the
basis of mutual consent. All employees are employed at-will and either the employee or
Gateway may terminate the employment relationship at any time, with or without cause,
and with or without notice.
Nothing in this handbook is intended to create a contract of employment. This handbook
shall not be construed to create any express or implied contractual rights or rights in
equity. Similarly, any other manual, letter, memorandum, or policy statement Gateway
may issue or maintain does not constitute an express or implied contract between
Gateway and any employee. Only the Executive Director has the authority to enter into
an employment contract on behalf of the organization. Any such contract must be in
writing and signed by the Executive Director.
This manual replaces all previous Gateway personnel handbooks and manuals.
B. Discrimination. Harassment. And Violence In The Workplace
1. Equal Opportunity Employment: Gateway is an equal opportunity employer. It is the
organization's policy that all employees and all applicants for employment be treated in a
non-discriminatory manner. Gateway prohibits discrimination against employees and
applicants on the basis of race, color, national origin, religion, sexual orientation, age,
sex, disability, marital status or veteran status. This policy shall apply to all aspects of the
employment relationship including recruitment, hiring, training, promotion, demotion,
transfer, compensation, bene fits, layoff and termination.
2. Work Environment: It is the organization's policy to provide all employees with a
working environment free from all forms of harassment and violence. Gateway's policy
prohibits harassment or violence by any Gateway supervisor, employee, contractor,
volunteer, visitor, or client.
a. Work Place Harassment: is any unwelcome verbal, written or physical conduct
that cither denigrates or shows hostility or aversion towards a person including
(but not limited to) on the basis of race, color, national origin, religion, sexual
orientation, age, sex, disability, marital status or veteran status that (a) has the
purpose or effect of creating an intimidating, hostile or offensive work
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environment; (b) has the purpose or effect of unreasonably interfering with an
employee's work performance; or (c) affects an employee's employment
opportunities or compensation.
b. Sexual Harassment includes but is not limited to. the following:
i. Physical ~ Unwanted touching of body or clothing, holding, grabbing,
pinching, fondling, patting, hugging, kissing, "accidental" bumping or
brushing against, physical assault, coerced sexual intercourse, attempted
rape or rape.
ii. Verbal — Sexual slurs or innuendoes, offensive jokes and language, sexual
teasing, sexual comments about a person's body or clothing, personal
sexual questions, sexual threats, ongoing sexual descriptions and
commentary.
iii. Nonverbal — Staring at a person's body, leaning over someone at a desk,
lewd gestures or motions, leering or ogling in a sexually demeaning way,
circulating printed material of a sexual nature, persistent unwelcome
flirting, displaying sexually suggestive pictures or objects at work.
b. Work Place Violence: is any physical assault, threatening behavior or verbal
abuse occurring in the workplace by employees or third parties. It includes, but is
not limited to, beating, stabbing, suicide, shooting, rape, attempted suicide,
psychological trauma such as threats, obscene phone calls, an intimidating
presence, and harassment of any nature such as stalking, shouting or swearing.
Guns and other weapons are prohibited in the workplace.
c. Reporting Harassment, Discrimination, and/or Violence: Employees who believe
they are being subjected to harassment or violence in violation of this policy, or
who believe their employment is being adversely affected by discriminatory
treatment, shall report the problem in accordance with the grievance procedure
outlined in Section VII. I f an employee feels uncomfortable or threatened by
reporting a problem in this manner, she/he shall report the problem immediately
to the Executive Director.
C. Workplace Accommodations

It is the policy of Gateway to comply with the Americans with Disabilities Act of 1990.
Gateway does not discriminate against qualified individuals with disabilities in job
application procedures, hiring, firing, advancement, compensation, job training, and other
terms, conditions and privileges of employment. A qualified employee or applicant with a
disability is an individual who, with or without reasonable accommodation, can perform
the essential functions of the job in question. Gateway will make reasonable
accommodation for qualified employees provided such accommodations do not impose
an undue hardship on Gateway operations. Accommodations may include, but are not
limited to (1) making facilities used by employees readily accessible to and usable by
persons with disabilities; (2) job restructuring or modifying work schedules; or (3)
acquiring or modifying equipment or devices.
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D. Community Relations
No employee shall speak for or on behalf of Gateway on any matter concerning the
organization without the expressed prior approval of the Executive Director. When
designated as a spokesperson, the employee shall be accurate, exercise proper restraint and
show respect for the opinions of others. This policy is not intended to interfere with any
governmental efforts to enforce or administer laws, and employees should cooperate in those
efforts.
Partisan political activity of any kind is strictly prohibited during work hours. Employees
may not work for a candidate on the organization's time, write letters on behalf of a
candidate on the organization's stationery, or identify her/himself as a representative of
Gateway in support of a candidate. Any employee acting in contradiction with this policy
may be subject to termination.

Section II- Employment
A. Employee Status
1. Employees fall into one of the two employee categories as defined by the Fair Labor
Standards Act (FLSA).
a. Exempt
Executive, administrative, professional and other employees classified as exempt
under FLSA do not qualify for additional pay for hours worked beyond the
normal work week.
b. Non-Exempt
These employees are entitled to receive overtime pay. The employee's supervisor
must approve any overtime work in advance.
2. Employees are also classified according to the amount of time they are normally
scheduled to work.
a. Full-time
All employees who normally are assigned to work from thirty-two (32) to forty (40)
hours in a work week. Full-time employees will be eligible for all leave and other
benefits described in this manual. Full-time hourly employees work at least 32 hours
per week and are also eligible for all leave and other employee benefits described in
this manual based upon the ratio of the hours worked to a 40 hour work week.
b. Part-time
All employees who regularly work fewer than thirty-two (32) hours in a work
week. Part-time employees are not entitled to leave benefits or other employee
benefits.
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c. Temporary
All employees who fill a temporary position are paid on an hourly basis.
Temporary employees are not entitled to any leave benefits or any other employee
benefits. Temporary positions are so designated in the job description given to
each employee.

B. Recruitment and Selection
1. Notification of Vacancies
Supervisors will notify the Executive Director, or designee of pending vacancies as
soon as possible. When an employee resigns, a letter of resignation or documentation
of verbal notice of resignation will be obtained and placed in the employee's
personnel file. The supervisor will review the job description for the vacant position
if necessary and submit it to the Executive Director, or designee.
2. Position Announcements
The Executive Director, or designee, will announce vacancies or positions through an
announcement distributed to staff. When outside recruiting is necessary, the position
may be announced through local newspapers, including minority publications, the
Virginia Employment Commission, or other possible recruitment sources.
3. Records of Recruitment
Applications for employment will be accepted when a position is announced. Other
applications with be maintained on file until a position becomes vacant. Applications
for persons not hired are dated when received and kept for six (6) months.
4. Job Descriptions
Each job position is described by a written job description that includes the following:
- Position title;
- Title of immediate supervisor;
- Summary of major objectives of the job;
- Description of duties and responsibilities;
- Titles of positions supervised;
- Required knowledge, experience, skills, and abilities, or professional
licensure; and
- FLS A standing
The Executive Director, or designee, is responsible for the development of job
descriptions. Each description is evaluated at the employee's annual performance
review. Each employee is provided with a copy of his/her job description and a
signed copy is kept in their personnel file. The job description is not a contract for
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employment and does not modify the at-will employment relationship between
Gateway and the employee.

5. Qualifications
An applicant must meet the minimum qualifications of the position as defined in the
job description. Gateway job descriptions will include the minimum knowledge,
skills and abilities, professional qualification, and experience appropriate to the duties
and responsibilities of the position. Gateway will verify professional credentials
listed by applicants considered for employment. All employees must comply will the
regulations of the Virginia Department of Health Professionals. Any individual who
is excluded from participation in Federal Healthcare Programs is not eligible for
employment with Gateway.
6. Criminal Registry Checks
Gateway requires any applicant who accepts employment for a direct care position to
submit to fingerprinting and to provide personal descriptive information to be
forwarded through the Central Criminal Records Exchange to the Federal Bureau of
Investigation for purposes of a background check. Any applicant who accepts
employment must also provide the necessary information for Gateway to obtain a
search of the registry of founded child abuse and neglect maintained by the
Department of Social Services. . Gateway will maintain a disclosure statement
documenting whether the applicant anchor employee has been convicted of, or is the
subject of a pending charge for any offense. In the event Gateway hires an individual
with a criminal conviction or pending charges, the Executive Director, or designee,
will document the rationale for this decision. Gateway will also maintain
documentation in the applicant or employee's confidential file that Gateway has
provided all necessary background information and the results of the registry checks
to the Department of Mental Health, Mental Retardation, and Substance Abuse
Services.
Gateway employees shall inform their supervisor of any pending criminal charges
against them and the outcome of any criminal prosecution. An employee's failure to
report a criminal charge against him or her may result in termination of employment.

C. Appointment and Orientation
1. Staff Appointment
With the supervisor's assistance, the new employee shall complete the necessary forms
including all orientation information required by licensing and regulatory agencies. .
The supervisor will provide the employee with a written job description. These are
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reviewed by the Executive Director, or designee, and placed in the employee's
personnel file.
In compliance with the Immigration Reform and Control Act of 1986, all employees
are required to establish both their authorization to work and their identity prior to
employment. The supervisor ensures that the DHS Form 1-9 is completed and placed in
the employee's personnel file before she/he begins work.
Personnel records are the property of Gateway and access to them shall be restricted.
Gateway will maintain personnel records in an organized manner and in a locked filing
system to protect the confidentiality of employees. All electronic personnel records
will be maintained with data security controls. In compliance with the ADA, employee
health related and legal information will be maintained in a separate file from the
employee personnel records. Personnel records are subject to disclosure in any court
proceeding involving Gateway or the employee.
2. Orientation
a. The supervisor will arrange for the new employee's orientation to the agency
on or before the date of hire and document the orientation in the employee's
file.
b. The orientation shall include:
- Gateway's mission, vision, and values;
- Confidentiality of the residents' records;
- Gateway personnel policies;
- Emergency preparedness;
- Infection control practices and procedures;
- Position specific duties and responsibilities; and
- Any other information required by licensing and regulatory agencies.
c. Probationary Period: The supervisor will review the new employee's progress
after three (3) months and six (6) months of employment. This review is based
on the agency's standard format, documented, reviewed by the Executive
Director, or designee, and added to the personnel file.
D.

Performance Evaluation

1. Supervisors shall prepare Performance Evaluations in accordance with the following
procedures.
2. The Human Resources Manager, or designee, will prepare the employee's annual

Performance Evaluation and forward it to the employee with a copy to the immediate
supervisor prior to the date of the annual evaluation.
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3. The employee will complete his/her self-evaluation and forward it to immediate
supervisor. The supervisor will complete his/her evaluation of the employee and discuss
the results with the employee. The employee will be given the opportunity to respond in
writing and should acknowledge receipt of the evaluation in writing. In signing, the
employee acknowledges that she/he has read and understood the document. The
signature does not imply agreement. The supervisor/Manager will forward the
completed evaluation to the Manager/Director for review and final approval. The
Director will send the completed evaluation to the Manager of Human Resources, or
designee.
4. The supervisor will notify the employee of any changes to assigned job responsibilities
between the regularly scheduled Performance Reviews.
E.

Working Hours
The organization's work week normally will consist of forty (40) hours. The immediate
supervisor will establish individual work schedules.

F. Attendance
Employees must report on time for scheduled hours of work. The employee must notify
his or her supervisor immediately if unable to report to work as scheduled. Reporting to
work late is considered tardiness, and will result in a negative performance review and
may lead to disciplinary action.
G. Overtime Work For Non-Exempt Employees
Overtime work means actual time worked beyond forty (40) hours per calendar week,
beginning on Monday and ending on Sunday. Calendar weeks do not run concurrently
with pay periods. Non-exempt employees shall be paid at an overtime rate of one and
one-half (l'/z) times the regular hourly rate for each hour worked over forty (40) hours
per week. Overtime requires prior approval from the employee's immediate supervisor.
Overtime usage will be reviewed by the Executive Director on a monthly basis.

Section III- General Expectations And Requirements
A. Confidentiality
As an employer and provider of health care. Gateway requires all staff to act in a manner
that ensures all residents are treated with respect and are confident her/his privacy is
protected at all times. Gateway employees will be provided with a copy of Gateway's
Human Rights Policies and Procedures at the time of hire and each employee shall
acknowledge in writing that they agree to recognize, support, and protect residents' rights
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to dignity, respect, and confidentiality by fully complying with Gateway Human Rights
Policies and Procedures.
B. Chain of Command
In the Executive Director's absence, the Clinical Director will serve as Acting Director
for Gateway. In the absence of both the Executive and Clinical Directors, the Director of
Admissions and Ancillary Services will serve as Acting Director.
C. Inclement Weather
In the case of inclement weather, the Executive Director, or designee, will inform the
management staff of any impact for the employees. Management staff will inform their
staff members and follow all applicable policies and procedures relating to emergency
preparedness and response. Employees who are unable to report to work must use paid
time off. The Executive Director, or designee, may make exceptions to the use of paid
time off in extraordinary circumstances. All employees are to use their discretion if
weather conditions are too dangerous to travel to work.
D. Prohibited Smoking Areas
Smoking is prohibited in all indoor spaces.
E. Employee Dress
Employees shall dress and maintain hygiene and grooming in a manner that reflects
Gateway's mission, vision, and values. Employees shall select clothing that is
professionally appropriate for a residential treatment program for individuals with mental
illness. Inappropriate clothing includes, but is not limited to the following:
- attire that reveals cleavage, back, chest, stomach, or underwear;
- any sexually provocative or revealing clothing;
- tight fitting jeans, pants spandex, or leggings unless covered by other attire
such as a dress or skirt;
- halter tops, spaghetti straps, and two-piece bathing suits when swimming with
the residents;
- skirts, shorts, and skorts which are shorter than two inches above the knee;
- facial skin piercings with jewelry with the exception of earrings; and
- inappropriate logos on T-shirts, sweatshirts, or caps that are inconsistent with
Gateway's mission and values and/or potentially offensive to residents, their
families, and other staff.
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F. Secondary Employment
Employees may hold outside secondary employment except when such employment would
interfere with the efficient performance of assigned job responsibilities or present a conflict
of interest with duties at Gateway.

,

;

No activities involved in the outside secondary employment may be conducted during the
employee's normal working hours.
'
If an employee has reason to believe that secondary employment could result in any of
the above conditions she/he shall inform and consult with his or her supervisor
immediately.

Section IV- Salary Administration
A. Ranges
Salary ranges will be assigned for each position. These ranges are reviewed and adjusted
annually by the Executive Director, and as necessary. The ranges reflect the levels of the
responsibilities of the position as well as competitive salary ranges in the community for
comparable position and equivalent positions within Gateway.
A new employee will be given a starting salary within the range dependent upon
experience, knowledge, skills, and abilities relevant to the position.
B. Increases
All salary increases except that of the Executive Director may be granted by the
Executive Director within budgetary l imits at the end of each performance review based
upon the results of the employee's performance evaluation. The employee must have
been employed at least 6 months prior to the review date to be eligible for consideration
of a salary increase. Nothing in this paragraph should be construed to entitle any
employee to a salary increase at any time except as in the discretion of the Executive
Director in accordance with this Policy.
C. Pay Schedules
Employees are paid semi-monthly on the fifteenth (15th) and the last day of each month.
When these days fall on weekends, paychecks will be distributed on the last preceding
workday.
Authorized deductions to be made from paychecks include Social Security (FICA),
Federal and State Income Taxes and benefit deductions.

Revised 12

Section V- Employee Benefits
A. Holidays

The following ten (10) holidays will be observed during the year:
- New Years Day
- Martin Luther King Day
- Memorial Day
- Independence Day
- Labor Day
- Veteran's Day
- Thanksgiving Day and the day after
- Christmas Eve and Christmas Day
Full-time employees will be paid for these holidays. Part-time and temporary employees
will not be paid for these holidays. Employees will not receive additional pay when a
holiday is observed during their paid time off.
Holidays falling on Saturday will be observed on the preceding Friday. Holidays falling
on Sunday will be observed on the following Monday. Nonexempt employees who work
during a holiday will receive holiday pay in addition to the hours worked..
B. Paid Time Off
All full-time employees will accrue paid time off in the following mannerLength of Service
Paid Time Off
Two (2) months - Five (5) years
Two (2) days per month
Six (6) years - Ten (10) years
Two and one half (2 14) days/month
Over ten (10) years
Three (3) days/month
Except in emergencies, employees must schedule use of their paid time off with their
supervisor and must obtain his/her written approval, preferably two (2) weeks before the
requested leave time. Prior to approving a leave request for paid time off the supervisor
must arrange for adequate coverage of essential clinical services and/or administrative
functions performed by the employee requesting leave. Leave requests will not be
granted if the employee's absence will adversely impact essential clinical services or
administrative functions. When an emergency occurs, the employee must contact his/her
supervisor as soon as possible, prior to the beginning of the shift. Supervisors will
approve any paid time off with staff schedules and agency needs in mind.
Each employee may carry over no more than ten (10) days or eighty (80) hours of paid
time off at the end of the calendar year. If more than ten (10) days or eighty (80) hours of
paid time off leave remain, they may be designated as Catastrophic Leave Days. Up to
forty (40) days or 320 hours of Catastrophic Leave may be accumulated. Staff should use
these in the event of personal or family illness, birth or adoption of a child or other
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extraordinary event. Before using Catastrophic Leave Days, the employee shall use all
regular paid time off and must obtain prior approval from the Executive Director.
At termination, employees will be compensated for accumulated paid time off up to a
maximum of ten (10) days or eighty (80) hours. No compensation will be given for
accumulated Catastrophic Leave Days. New employees with less than six (6) months of
continuous service will not be compensated for accumulated paid time off upon
termination.
C. Other Leaves of Absence
Various types of leaves may be available to employees who must be temporarily absent
from work for acceptable reasons and who have at least six (6) months of continuous
service, l or short-term leaves (two weeks or less) the employee must obtain approval
from the supervisor and the Executive Director, allowing ample time for the revision of
work schedules and assignments. The employee must submit the request in writing to the
supervisor well in advance of the leave.
1. Emergency Family Leaves
In the event of a death of an immediate family member, an employee may be given
time off with pay from the day of death to the day of the funeral or three (3) days,
whichever is less. For this purpose the immediate family member is defined as
parents, grandparents, siblings, spouse, child, adoptive child or parent, and parcnts-inlaw. For other family or other deaths the employee may be given one paid day off if
the employee's presence is necessary at the funeral. The Executive Director must
approve this paid leave.
2. Short Term Leaves (two weeks or less)
Jury Duty: When an employee is summoned to serve as a juror, he/she will be
provided time off from work to fulfill this duty. The employee will receive regular
pay providing he/she presents proof of attendance. The employee will provide the
Director of Finance and Administration with a copy his/her compensation check
for jury duty. The amount of compensation for jury duty will then be deducted
from his/her regular pay during the following pay period.
Military Reserve Duty: Employees who have military obligations requiring them
to attend reserve camp will be granted unpaid leave to perform these duties in
accordance with state and federal laws. The employees must notify her/his
supervisor and the Executive Director as soon as possible after receiving orders so
that they will have ample time to revise work assignments or schedules.
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Long Term Leaves (more than two weeks)
Medical Leave: When an employee becomes temporarily disabled for any medical
condition, including pregnancy or pregnancy related problems, uses all vacation,
sick and Catastrophic Leave Days accrued to his/her account and is still unable to
return to work, she/he may request a medical leave of absence (unpaid) for up to
six (6) months. Gateway will require a physician's statement for an employee to
be given such leave and/or return to work. Employees must notify their supervisor
and the Executive Director well in advance of their expected return to work in
order that work assignments and schedules may be prepared. Gateway provides
long term disability for approved medical conditions after the employee has been
out for ninety days.

Personal Leave without pay: Consideration will be given to granting a personal
leave of absence without pay for up to ninety (90) days. Personal leave is
intended to accommodate unusual circumstances and may not be used to work
elsewhere.
Military Service: Veterans will be re-employed by Gateway in accordance with
the provision of applicable state and federal laws.
Maternity and Paternity Leave: The Executive Director may grant an employee
up to 12 weeks of maternity or paternity leave without compensation during
which time the employee's job will be held. The employee may use previously
accumulated paid time off and catastrophic leave. Long term disability does not
apply to maternity or paternity leave unless there is a medical reason that prevents
the mother or father from performing the duties of their job.
While on long-term leave of absence, the employee does not accumulate paid
time off.
Although Gateway normally contributes to medical and dental insurance and
other employee benefits for full-time employees while they are working
whenever an employee is on a long term leave of absence, it may be necessary for
her/him to convert their insurance and make monthly payments to Gateway,
preferably prior to the beginning of the leave, but at least on a monthly basis in
advance. The employee must make all necessary arrangements for coverage prior
to beginning a leave of absence.
Upon expiration of an approved long-term leave, the employee may return to
work if an opening is available for which she/he is qualified. If such an opening is
not available or if the employee refuses to accept an available opening or if the
employee is unable to return to work at the end of the leave, the employment will
be considered ended. If the employee returns to work, for purposes of review and

salary treatment, the length of service shall include all time actually worked, and
the date for future reviews shall be the date of return.
D. Expense Reimbursement
Agency reimbursement for authorized business travel and related expenses will be made
from completed expense reports that must include receipts. Auto travel will be
reimbursed at a rate set by the organization and allowed by the Internal Revenue Service
as adjusted annually.
E. Training and Development
General Training
Gateway encourages and supports the professional growth of the staff through the
provision of education and training.
Work related educational opportunities may be provided for staff. The Executive Director
or designated supervisor shall make the decisions about staff training based on
appropriateness of training and availability of agency funds.
In-service training is provided from time to time for all staff. Staff members may be
asked to provide training in their areas of expertise and are expected to attend and take
part in training provided.
Specific Training For Staff Who Provide Direct Care:
Direct care staff shall receive training as required by licensing and regulatory agencies at
the time of employment and annually thereafter.
Documentation Of Training
All staff training and development will be documented and filed in the employee's
personnel file.

F. Other Benefits
Gateway provides to full-time employees other benefits that may include group health
and dental insurance (family coverage is available under payroll deduction). A Simple
Plan (40 IK) is made available to all employees. Gateway will match up to 3% of salary,
group term life insurance, accidental death and disability insurance, and long term
disability insurance. Full-time employees are eligible for insurance programs when they
become employed with Gateway and they are eligible to participate in the pension plan
immediately. Gateway provides workers' compensation benefits to all employees.
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These benefits are more fully described in the Summary Plan Descriptions and the
Benefit Plan documents, copies of which shall be provided to each employee. The terms
of the Benefit Plan describe the exact scope of coverage and provide the specific
procedures for administration. Questions about benefits should be directed to the Director
of Admissions and Ancillary Services.
Upon termination of employment (and upon certain other events such as divorce or the
attainment of majority status by a child), the employee and his/her dependents may be
eligible to convert the organization's health insurance plan into an individual policy and
to convert group life insurance into an individual policy. In either event the employee is
responsible for the full cost of the coverage. A more detailed explanation of these
opportunities including the events that permit the coverage and the procedures for
extending the coverage should termination or any other events occur is contained in the
Summary Plan Descriptions and the Benefit Plan documents.

Section VI- Corrective Action and Employment Termination
A. Forms of Corrective Action
In order to ensure the proper delivery of services to residents and the community, the
organization's management may be required to address problems related to work habits,
performance, and conduct. When corrective action is necessary, the amount and type of
action taken depends on the particular circumstances. Gateway maintains the discretion to
determine what corrective action is appropriate in each situation, regardless of what
correction the employee may have received previously. For example, in some
circumstances, it may be appropriate to give an additional written warning before taking
any stronger action, while in other circumstances it may be appropriate to take strong
action including discharge, without any previous warnings or suspensions. Though other
forms of corrective action are also possible, these are the types most often taken.
1. Counseling:
When the supervisor becomes concerned about an employee's performance at
work, he/she may meet with the employee to discuss concerns and develop ways
to address the concerns. The supervisor shall document the conversation and
forward the documentation to the Directory of Admissions and Ancillary Services
for placement in the employee's personnel record.

2. Notice of Need For Improvement:
If the employee's performance does not improve after counseling or if
circumstances otherwise warrant, it may be necessary to give a written warning to
an employee which may include the followingRevised 17

- Current level of performance and areas requiring improvement;
- Specific level of performance expected in each of the identified
deficiencies;
- Time frame for improvement;
- Steps the supervisor will take to support improvement;
- Specified time for follow-up meeting; and
- Potential consequences if performance does not improve
The employee will read and sign the written warning. In signing, the employee
acknowledges that she/he has read and understood the document. The signature
does not imply agreement.
3. Dismissal:
Notwithstanding anything set forth above. Gateway retains the right to dismiss an
employee when this action is in the best interest of the organization, or its residents,
without prior warning, counseling or other corrective action. Employees should
remember that employment with Gateway is at-will. Both employee and the
organization are free to terminate the employment relationship at any time and for
any reason.
B. Occasions for Corrective Action
Listed below are some of the kinds of behavior or performance that may lead to
corrective action. It is, of course, not possible to list all of the kinds of problems that may
occur in the work place, and other kinds of behavior or performance may also lead to
corrective action.
- Unsatisfactory job performance;
- Excessive absenteeism or tardiness, or failure to contact supervisor
about absence;
- Violation of Gateway procedures or rules;
- Falsification of Gateway documents, including time records;
- Breach of confidentiality;
- Conflict of interest;
- Supplying false or misleading information as a means of obtaining
employment;
- Use of intoxicating liquor or drugs either during the work day or off
the job in such a way that it interferes with work attendance or ability
to work;
- Theft or willful damage of the property of the agency or other
employees;
- Illegal activity involving agency resources or business, or that
interferes with the employee's ability to perform their assigned duties;
- Refusal to perform work as directed or willful neglect of duties;
- Violent or abusive behavior or language;
- Unlawful harassment or other discrimination;
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-

-

Acceptance of any gifts, favors, other remuneration from any
individual or firm having or proposing to have any relationship with
Gateway;
Neglect in providing care and services to a client; and
Verbal, physical, or sexual abuse of other employees or any client.

C. Reduction in Force
Because it is impossible to predict future events, the organization may face an unexpected
need to reduce force. The decisions about force reduction will be based on the particular
circumstances at the time.
D. Voluntary Termination
Although an employee is free to terminate the employment relationship at any time and
for any reason, employees voluntarily terminating their employment are expected to give
at least two (2) weeks notice in writing.
If written notice is not given, the employee's supervisor should document the oral notice
and include this in the personnel file.

Section VII- Grievance Procedure
An employee is encouraged to make use of the following grievance procedure after
she/he has made a good faith effort to approach the supervisor in an attempt to correct a
perceived wrong.
Step 1: The employee shall present the initial grievance in writing to the immediate
supervisor within ten (10) working days after the event or action which is the basis for the
grievance. Within three (3) working days of receipt of the grievance, the immediate
supervisor will arrange a meeting with the employee. Within three (3) working days of
the meeting with the employee, the supervisor will provide the employee with a written
response to the grievance. If the employee does not agree with the response, the
employee may forward the grievance to the Executive Director within (3) working days
of receipt of the supervisor's written response.
Step 2: Within three (3) working days of receipt of a grievance, the Executive Director
will meet with the employee and the supervisor. Following this meeting the Executive
Director will promptly provide a written response to the employee. If the employee does
not agree with the response, the employee may forward the grievance to the Executive
Committee within five (5) working days of receipt of the Executive Director's written
response. (The Executive Director will supply the contact information to the employee.)
The Executive Committee will meet promptly to hear the employee's grievance. Under
most circumstances, the meeting shall be within five (5) working days of receipt of the
request for an appeal. The Executive Committee will promptly furnish its findings to the
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Executive Director and the employee. The decision of the Executive Committee shall be
final and binding.
If the employee feels intimidated or threatened by pursuing any of the steps in this
grievance procedure, she/he is urged to bring this concern directly and immediately to the
Executive Director.
Nothing in this section shall prohibit the employee from taking action with the EEOC or
appropriate state agency.

Section VIII- Affirmative Action Policy and Implementation
A. Affirmative Action Policy Statement:
Gateway recognizes the necessity of providing equal employment opportunity without
regard to race, religion, color, sex, age, national origin, marital status, sexual orientation,
disability, or veteran status. This practice of non-discrimination applies to all employees,
volunteers and applicants for employment. The organization's activities in providing
services to the community in recruiting, hiring, conditions and privileges of employment,
compensation, training, upgrading and promotion, and terminations of employees will
actively and aggressively promote this policy.
Gateway seeks to maintain a Board of Directors and staffing compliment representative
of the community and open to all segments of the public.

Section IX: Electronic Equipment Security
Gateway employees are advised that computers are not truly private because
knowledgeable computer users may gain access to Gateway computers or computer
transmissions. Employees should keep computer systems secure: this includes hard
drives, discs, email, ccmail, and voice mail. Passwords for computers and voice mail that
are Gateway property must be registered with the Manager of Benefits and Quality
Improvement who will secure them in the administrative files. Employees may be liable
for the replacement costs of Gateway's electronic equipment when such equipment is
damaged, lost, or destroyed due to negligence on the part of the employee.
Email
The email system is the property of Gateway. Personal use by employees should be on a
limited basis.
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Gateway employees should retrain from sending, downloading, or forwarding
discriminatory or otherwise offensive comments, vulgarities, obscenities, or jokes in
email messages. The use of such language is grounds for disciplinary action or dismissal.

Employees are advised that email is not truly private and that knowledgeable computer
users can gain access to Gateway's computer transmissions. Therefore, employees should
not make confidential communications by email. An email message is never totally
deleted and may be retrieved by computer experts long after the user deletes the message.
If Gateway becomes involved in an investigation, litigation or any other proceeding that
may necessitate the review or production of Gateway records, the organization may, with
or without notice, review email messages. Email messages to and from Gateway
employees may be produced as evidence in litigation.

Section X Use Of Gateway And Personal Vehicles:
Gateway company vehicles may only be used for authorized company business. The use
of company vehicles is restricted to authorized drivers. Non-employees, including
residents of Gateway, are not authorized to drive company vehicles at any time. Gateway
will consider any unauthorized use of company vehicles as the equivalent of theft and the
driver may be held liable for the consequences of any accidents.
Authorized drivers are determined at the time of their employment with Gateway and
annually thereafter. Gateway will require the employee to provide proof of a valid
Virginia dri ver's license and review of the Motor Vehicle Record. All approved
employees will be asked to sign an "Employee Driver Agreement Form" and to maintain
a valid Virginia Drivers License.

Section XI Use Of Gateway Credit Cards:
Gateway credit cards may only be used for authorized purchases for company business.
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