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NOTICE OF CONTRACT RENEWAL

State Of Missouri
Office Of Administration
Division Of Purchasing
PO Box 809
Jefferson City, M 65102-0809
hitp:/foa.mo.govipurchasing

CONTRACT NUMBER CONTRACT TITLE
C314318001 Transitional Housiug Facility Scrvices for Female
Offenders
AMENDMENT NUMBER CONTRACT PERIOD
Amendment #003 July 1, 2018 through June 30, 2019
REQUISFTION/REQUEST NTUMBER SAM H VENDOR NUMBER/MissouriBUYS SYSTEM 1D [
NR 931 YYY18708338 4317996270 1/ MB00093685 :\'
CONTRACTOR NAME AND ADDRESS STATE AGENCY’S NAME AND ADDRESS
CENTER ¥OR WOMEN IN TRANSITION Department of Corrections
7525 S BROADWAY Division of Probation and Parolc
SAINT LOUIS MO 63111-3409 2728 Plaza Drive
Jefferson City MO 65101

ACCEFTED BY THE STATE OF MISSOURI AS FOLLOWS:

Contract C314318001 is hereby amended pursuant to the attached Amendment #003, dated 02/01/18.

BUYER BUYER CONTACT INFORMATHON

_ Email: julie kleffacrid@ca.mo.gov
Julie Kleffner Phone: (573) 751-7656 Fax: (573) 526-9816
SIGN E OF BUYER DATE
& 3 [‘!‘
C L0 00heD a2 9- 1%
DIRECT(R OF PURCHASING

C’Wéj%”) Karen S. Boeger




STATE OF MISSOURI

OFFICE OF ADMINISTRATION
DIVISION OF PURCHASING
CONTRACT RENEWAL

AMENDMENT NO.: 003
CONTRACT NO.: C314318661

REQ NO.: NR 931 YYY18718338
BUYER: Julie Kleffner

TITLE: ‘Transitional Hounsing Facility Services for Female Offenders PHONE N©Q.: (573} 751-7656

ISSUE DATE: 01/25/18

TO: CENTER ¥OR WOMEN IN TRANSITION
7525 8§ BROADWAY
SAINT LOUIS MO 63111-340%

E-MAH.: julickleffoerigoa.mo.poy

RETURN AMENDMENT BY NO LATER THAN: 02/48/18 AT 5:00 PM CENTRAL TIME

RETURN AMENDMENT TO THE DIVISION OF PURCHASING (PURCHASING) BY E-MAIL, FAX, OR

MAIL/COURIER:

SCAN AND E-MAIL TO:

|'u!ié.ki_e_ffii&(e&*’aa:é;.gav

FAX TO {573) 5269416
MAIL 10 FURCHASING, P.O. Box 809, Jefferson Ciq Mo 65102-0809 et
COURIER/DELIVER TO: PURCHAMNG, 301 West High Street, Resm 630, Jefferson Clty, Me

i 65101-1517

DELIVER SUPPLIES/SERVICES FOB (Free On Board) DESTINATTION 1O THE FOLLOWING ADDRESS:

Department of Corrections
Division of Probation and Parole
2729 Piaza Drive
Jefferson City MO 65181

SIGNATURE REQUIRED

YFNDOR NAAE

Center for Women in Transition, Inc.

AhsouriBUY S SYSTEM D ISEE VENDOR PROFILE - MEAIN INFRRMATION SCRERN)

MBGO093685

MAILING ADDRESS

7523 8. Broadway

CITY, STATE ZIP LODE

§t. Louis, MO 63111

CONTALT PERSON

Eaura Toleda, Exeeutive Director

EMAIL ADDRESS

lauratoledo@owitstl.org

PHONE NIIMHER

314-771-5207

FAX MUMBER

314-771-0066

VENDOR TAX FILING TYFPE WITH TRS {CUECK ONE)

_  Corporation _Individual  _ State'Local G avemanent Pantnership  __ Sole Proprctor __X_IRS Tax-txempt
A(vnmm? IGRATURE™ z DATE
| ;Li{/()‘ / Q:/’_‘/é“) 2/1/2018
| “ERIRTED NAME TITLE

Laura Toledo

Executive Thrector




Contract C314318001 Page 2

AMENDMENT #003 TOQ CONTRACT C314318001

CONTRACT TITLE: Transitional Housing Facility Services for Female Offenders

CONTRACT PERI.(}D: July 1, 2018 through June 30, 2419

The State of Missouri hereby renews the above referenced contract through June 30, 2019 at the same prices as the
previous contract period.

However, as a result of the budgetary constraints facing State Government, the contractor is advised the State of
Missouri reserves the right to terminate the coniract at any time, for the convenience of the siate, without penalty
gr recourse, by giving written notice to the contractor at least thirty (30) calendar days prior to the effective date of
such termination, pursuant to paragraph 2.20.4 of the contract,

Al other teris, conditions and provisions of the contract shall remain the same and apply hereto.

The contractor shalt signify acceptance by signing and returning this decament on or before the date indicated.




NOTICE OF CONTRACT RENEWAL

State Of Missouri
Office Of Administration
Division Of Purchasing

PO Box 809

Jefferson City, MO 65102-0809
http://oa.mo.govipurchasing

o (4516

CONTRACT NUMBER

CONTRACT TITLE

C314318001 Transitional Housing Facility Services for Female
Offenders

AMENDMENT NUMBER CONTRACT PERIOD

Amendment #002 July 1, 2017 through June 30, 2018

REQUISITION/REQUEST NUMBER

NR 931 YYY17708256

SAM 11 VENDOR NUMBER/MissouriBUYS SYSTEM ID

43179%6270 1/ MBOQ093685

CONTRACTOR NAME AND ADDRESS

CENTER FOR WOMEN IN TRANSITION
7525 S BROADWAY
SAINT LOUIS MQ 63111-3409

STATE AGENCY'S NAME AND ADDRESS

Department of Corrections
Division of Probation and Parole
2729 Plaza Drive

Jefferson City MO 65101

ACCEPTED BY THE STATE OF MISSOURE AS FOLLOWS:

The State of Missouri hereby exercises its option to renew the contract.

All other terms, conditions and provisions of the contract, including all prices, shall remain the same throughout

the above contract period and apply hereto,

SIGNATURE OF CONTRACTOR IS NOT REQUIRED ON THIS DOCUMENT.

RUYER BUVER CONTACT INFORMATION
. Email: julie kKleffner{@ca.mo.gov
Julie Klefiner Phone: (573) 751- 7656 Fax: (573) 526-9816
SIGNATURE.QF BUYER DATE
a L,._,O-A—v 'K &-”109 H-3 -1
DIRECTOR OF FURCHASING o

Mm‘) Karen S. Boeger
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Revised 08/17/15

; PERIOD OF N
Renewal - % Increase
/Renewﬂ - § Increase
Renewal - W/O Increase
SFS Renewal — Prices In Original Contract
SFS Renewal — Prices Not in Original Contract

Cost Savings
Cost Savings

TOTAL

EXTENSION PERIOD:

Extension — 30-Day
Termination

Extension - § Increase
Extension — W/0 Increase

Cost Savings

Surety Bond:

Annual Wage Order Number:
Annual Wage Order Date:

Performance Security Deposit:

conmcrmmmnommccumn ﬂ’( C 8""313(:0| A OO

$

County{jes):

Other Instructions:

I

Assignment
Cancellation/Termination
Other Amendment

" Section 34.040.6,RSMo

State Agency Contact E-Mail Address

A Buyer/Section Support T j.ﬁ/’?
B. Purchasing Suspension List Buyer/Section Support a7 . 3-47
C.  Federal Suspension - SAML.GOV Buyer/Section Support ar - 3-17
D.  Labor Stds — QA/FMDC Contractor Debarment Lists Buyer/Section Support --—-—L..
E. Review of Participation Commitmend Attainment — If app,

Verify Receipt of 1 Renewal — Blind/Shel Wkshp Affdvt | Buyer ————
F.  SFS Review/Justification — lusert Advertising Date, if

applicable P

|

Section 34.040.6, RSMo, Letter Follow-Up Notes:
A, [ Renewal/Extension Pricing Buyer/Section Support
B. | Section 34.040.6, RSMo Buyer/Section Support
C. | Performance Security Deposit/Surcty Bopd Buyer/Section Support
D. | Renewal/Extension with Cost Savings Languape Buyer
E. | Statewide Notice Buyer
F. | SF8 Authorized Limit § B
G.
1. E-Verify Exhibit/ Affidavit'Documentation Buyexr/Section Support
2. Assignment and Consent Form Buyer/Section Support
3. Purchasing Suspension List Buyer/Section Support
4. Federal Suspepsion - SAM.GOV Buyer/Section Support

5. Labor Stds - OAFMDC Contractor Debarment Lists

Buyer/Section Support

Buyer/Section Support

Buye:

Buyer/Section Support

Distribute E-Verify & SD

E-Mail/Fax NOA to Contractor/Assignee & Agency Contact

Cop’ Save As Statewide Notice to Internet Folder

Buyer/Section Support [1 ~{1=
Buyer/Section Support _________'i_'&‘q
Buyer/Section Support o= Y- E
Buyer/Section Support  —————

B Central Support-Participation
Centra) Support-Imaging “'f‘?’ wEd,




NOTICE OF CONTRACT RENEWAL

State Of Missouri
Office Of Administration
Division Of Purchasing

PO Box 809

Jefferson City, MO 65102-0809
http://oa.mo.gov/purchasing

X IY

CONTRACT NUMBER CONTRACT TITLE

C31431800] Transitional Housing Facility Services for Female
Offenders

AMENDMENT NUMBER CONTRACT FERIOD

Amendment #001 July 1, 2016 through June 30, 2017

REQUISITION/REQUEST NUMBER

NR 931 YYY16708272

SaM Il VENDOR NUMBER/MissouriBUYS SYSTEM ID

4317996270 1

CONTRACTOR NAME AND ADDRESS

CENTER FOR WOMEN IN TRANSITION
7525 S BROADWAY
SAINT LOUIS MO 63111-3409

STATE AGENCY'S NAME AND ADDRESS

Department of Corrections N
Division of Probation and Parole

2729 Plaza Drive

Jefferson City MO 65101

ACCEPTED BY THE STATE OF MISSOURI AS FOLLOWS:

The State of Missouri hereby exercises its option to renew the contract,

All other terms, conditions and provisions of the contract, including all prices, shall remain the same throughout

the above contract period and apply herete.

SIGNATURE OF CONTRACTOR IS NOT REQUIRED ON THIS DOCUMENT.

BUYER BUYER CONTACT INFORMATION
) Email: julie kleffner@os.mo.gov

Julie Kleffner Phone: (573) 751- 7656 Fax: (573) 526~9816

schu'iJnE‘pF BUYER DATE

L lee K e

S’é“lp

BIRECTOR OF PURCHASING

M&%‘) Karen S. Boeger




PURCHASING

S : i TR
RENEWAL [ PERIOD OF

Revlsed 032'17}15

Renewal - % Increase Cost Savings

/Renewal 3 Increase Cost Savings

Renewal — W/O Increase
SFS Renewal — Prices In Original Contract
SFS Renewal — Prices Not in Original Contract

ONTRACT AMENDMENT ROUTING GUIDE

TOTAL

Performance Security Deposit:

Surety Bond:

Annual Wage Order Number:
Annual Wage Order Date:

$

c_lﬁ.ﬂKQD_L__ﬁp_L_

Contractor E-Mail Address/Fax Number

Buyer/Section Suppart

EXTENSION PERIOD: County(ies):
Extension — 30-Day
Termination
Extension - § Increase Cost Savings Other Instructions:
Extension — W/0 Increase
__ Assignment
Cancelation/Termination
Other Amendment
A, Section 34.040.6, RSMo Buyer/Section Support Y5 1o
B. _ Purchasing Suspension List Buyer/Section Support q
C. Federal Suspension - SAM.GOV Buyer/Section Support {[ﬁ
D. _Labor Stds ~ OA/FMPDC Contractor Debarment Lists Buyer/Section Support -
E.  Review of Participation Commitment Attainment — If app, —
Verify Receipt of 1* Renewal — Blind/Shel Wkshp Affdvt | Buyer
F.  SFS Review/Justification — Insert Advertising Date, if -
licable . Buyer
il Buyer/Section Support F- -
: Buyer

, S, g 7‘
State Agency Contact E-Mail Address T '
Section 34.040.6, RSMo, Letter Foliow-Up Notes:
A. | Renewsl/Extension Pricing Buyer/Section Support
B. | Section 34.040.6, RSMo Buyer/Section Support
C. - Performance Security Deposit/Surety Bond Buyer/Section Support (
D. | Renewal/Extension with Cost Savings Lapnguage Buyer
E. | Statewide Notice Buyer
F. | SFS Authorized Limit $ Buyer
G,
1. E-Verify Exhibit/Affidavit/Documentation Buyer/Section Support
2. Assignment and Consent Form Buyer/Section Support /_
3. Purchasing Suspension List Buyer/Section Support
4, Federal Suspension — SAM.GOV- Buyer/Section Support
5. Labor Stds — OA/FMDC Contractor Debarment Lists Buyet/Section Snpport
Buyer/Section Support
et
Buyer/Section Support S-
AM 300 PMM o0 Buyer/Section Support S o
Distribute E-Verify & SDV Documents Buyer/Section Support —
E-Mail/Fax NOA to Contractor/Assignes & Agency Contact | Buyer/Séction Support s ult Sso- o
Copy/Save As Statewide Notice to loternet Folder | Buyer/Section Support  m——
s Cenimal Suppert-Participation
Central Support-Imaging b 15

ool




NOTICE OF AWARD

State Of Missouri
Office Of Administration
Division Of Purchasing And Materials Management
PQ Box 809
Jeffersan City, MO 65102-0809
http:/foa.mo.gov/purchasing-materials-management

SOLICITATHIN NUMBER

R3Z14318

CONTRACT TITLE

Transitional Housing Facility Services for Female
Offenders

CONTRACT NUMBER

C314318001

CONTRACT PERIOD

January 1, 2015 through June 30, 2016

REQUISITION NUMBER

NR 931 YYY 14708181

YEMDOR NUMBER

43179862701

CONTRACTOR NAME AND ADDRESS

CENTER FOR WOMEN IN TRANSITION
7525 S BROADWAY
SAINT LOUIS MO 63111-3408

STATE AGENCY'S NAME AND ADDRESS

Department of Corrections
Division of Probation and Parole
2729 Plaza Drive

Jefferson City MO 65101

ACCEPTED BY THE STATE OF MISSOURI AS FOLLOWS:

The proposal submitted by Center for Women in Transition in response to B3Z14318 is accepted in its entirety for

28 transitional housing slots.

BUYER

Julie Kleflner

BUYER CONTACT INFORMATION
Email: Julie.Kleffher{@oa.mo.gov
Phone: (573) 751-7656 Fax: (573) 526-981¢6

SI(%EA”I"(&F.E OF BUYFR

; R ‘/__;‘ rf‘I )
SN 80N

DATE

(4. 30-1+

DIRECTOR OF PURCHASING AND MATERIALS MANAGEMENT

b

Karen S, Boeger




STATE OF MISSOURI

OFFICE OF ADMINISTRATION

DIVISION OF PURCHASING AN MATERIALS MANAGEMENT (DPMM)
REQUEST FOR BEST AND FINAL OFFER (BAFQ)

FOR REQUEST FOR PROPOSAL (RFP}

BAFO REQUEST NO.: 001 REQNO.: NR931 YYYI4708181
RFP NO.: B3i7Z14318 BUYER: Julie Kleffner

TITLE: Transitienal Housing Facility S8ervices for Female Offenders PHONE NO.: (573) 751-7656
ISSUE DATE: 12/2/14 E-MAIL: Julie.Kleffner(@oa.ma.gov

BAFO RESPONSE SHOULD BE RETURNED BY: December 11, 2014 AT 5:00 PM CENTRAL TIME

MAILING INSTRUCTIONS:  Print or typec RFP Number and Return Duc Date on the lower left hand corner of the
envelope or package. Sealed BAFOs should be in DPMM office (301 W High Street,
Room 630} by the return date and time.

(U.S. Mail) {Courier Service)

RETURN BAFO RESPONSE TO: DPPMM or DPMM
FQ BOX 809 301 WEST HIGH STREET, RM 630
JEFFERSON CITY MO 65102-0809 JEFFERSON CITY MO 65101-1517

CONTRACT PERIOD: Effective Date of Contract through June 30, 2016
DELIVER SUPPLIES/SERVICES FOB (Free On Board) DESTINATION TO THE FOLLOWING ADDRESS:

Missouri Department of Corrections
Division of Probation and Parole
2720 Plaza Drive,

Post Office Box 236
Jefferson City MO 65102

The offeror herchy declares understanding. agreement and certification of compliance to provide the items and/or services, at the prices
quoted, it accordance with all terms and conditions, requiremcnts, and specifications of the original RFP as modified by any previously
issued RIP amendments and by this and any previeusly issued BAFO reguests. The offeror agrees that the language of the original RFP as
modified by any previously issued RFP amendments and by this and any previously issued BAFO requests shall govern in the event of a
conflict with his‘her proposal. The offeror further agrees that upon receipt of an authorized purchase order trom the Division of Purchasing
and Mateouals Management or when a Notice of Award is signed and issued by an authorized official of the State of Missuar, a binding
contract shall exist between the offeror and the State of Missoun.

SIGNATURE REQUIRED
DOENE; BLSINESS AS [DBA) NAME LEGAL NAME OF ENTUUYINDTVIDUAL FILED WITH THS FOR THIS TAX 1D NO.
Center for Women in Transition Center for Women in Transition, Tnc.
MAILING AUDRTSS IRS FORM 1099 MAILING ADDRERS
7525 South Broadway 7525 South Broadway
CITY, STATE, 7IF (.DE. CITY. STATE, ZIF COLE
St. Louis, MO 63111 St. Louis, MO 63111
CONTACT FERSO™ EMAIL ADDKESS
Laura Toledo lauratoledo@cwitstLorg
PITONE NUMEER FAX NUMBER
314-771-5207 314-771-0066
TAXPAYER I NUMBER {TIN) TAXPAVFR ID (TINy TYPE (CHEC K (INF] VENDOR NUMBER {{F KNOWN}
{_FEI N :
43-1799627 _ X FEN - _SS 43179962701
VENDOR TAX FILING [YFE WITH IRS [CIFECK ONE)
_ Comporstion  _ Individual _ Swate'Local Government  Partncrship _Sol: Propnistor X_IRS Tax-Exempt
APTRORUZEDSIGNATL RE. . DATE
“ r
- ™ /
{] | c.-_-fcéf_—_—,g December 9, 2014
T PRINTED NAME TITLE
ILaura Toledo Executive Director




B3714318 BAFO No. 001 Page 2

BEST AND FINAL OFFER {BAFO) #001 to RFP B3714318

JITLE: Transitional Housing Facility Services for Female Offenders
CONTRACT PERIOD: Effective Date of Contract through June 30, 2016

RFP B3Z14318 is hercby revised as follows:
L. The following paragraphs contain changes:

2.10.14b.
2.12.10.a.



CEHIER FOX

OMen..

Response to BAFO #001
REP B3Z14313 TRANSITION _

December 9, 2014

Attention: Julie Kleffner

Division of Purchasing and Matcrials Management
301 West High Street, Truman Building, Room 630
Jefferson City, MO 65101-1517

DPear Ms. Kleffrer,

The Center for Women in Transition has reviewed the December 2, 2014 revisions to RFP B3714318 and
responds that it has no changes to its proposal based on these revisions.

Further, in response to the concems raised in the Best and Final Offer Request List related to BAFO #001
for RFP B3714318, Center for Women in Tramsition hereby confirms that it will comply with paragraph
2.10.2 b. of the RFP and will provide all offenders with a fiftcen (15) day supply of free basic toiletry items
such as soap, toothpaste, razor, etc. upon entry into the transitional housing factlity and until the offender

has received income. Exhibit F, Section 14 of the Center’s proposal is hereby revised as follows (changes
in bold)

14.

Describe the following offender services:
141 Orentation
The Center will comply with section 2.10.2 of the RFP.

The Center shall ensure that each mew offender, upon artival, 1s welcomed and receives an
orienlation to the transitional housing facility, the rules and regulations, program expectations,
healthcare, financial procedures, and shall advisc the offender of the name of the case manager and
parole officer assigned to them on the day of their admission. The orientation shall be conducted
by a member of the Center's personnel at the Schirmer Tlouse, preferably by the offender’s case
manager.

The Center shall provide each new resident with a full explanation of all disciplinary procedures
and consequences, and shall review the house rules specific 10 censored materials. ‘The orientation
will include showing new rcsidents the locations of the laundry service, fire and emergency exit
routes, assembly area, recreation area, equipment location and regulations and procedures
governing such. All new residents will be provided with a welcome packet of a fifteen day supply
of free basjc toiletry items such as soap, toothpaste, razor, étc., upen entry into the transitional
housing facility and until the offender has received income, New residents will also be provided
with all meals for the first three days.

The Center shall provide new residents with addresses of medical, dental, mental health, and
emergency care facilities, and addresscs for these facilities shall also be posted in all common areas.
The Centcr shall advise residents that all medical care shall be at their expense.

The Center shall ensurc all new residents sign a Disposition and Release of Personal Property and
Monies (Attachment #6} and a Release of Information (Attachment #7) during intake, and shall



provide documentation on the orientation checklist that such was completed. If the resident refuses
to sign the Release of Information, the Center shall notify the state agency immediately,

The Center shall conduct an initial inventory of the new resident’s personal possessions at the time
of orientation. The Center shall advise the resident that she is responsible for reporting any change
in the personal inventory to the Center and that such change shall be noted on the property inventory
log (Attachment #8). The resident and the Center’s personnel who provided the orientation shall
sign a verification of completed orientation and acknowledgement of house rules. The Center must
use the Intake Confirmation {Aitachment #8) as the venification decument and shall maintain it in
the resident’s file.

Jaura Toledo
Executive Director



Jeremiah W. {Jay) Nixon
Governor

State of Missouri
Doug Nelson OFFICE QF ADMINISTRATION Karen S. Boeger
Commissioner Division of Purchasing and Materals Management Director
301 West High Street, Room 630
Posr Office Box 809
Jefferson City, Missoun 65102-0809
(573) 751 2387 Fax: (573) 526-9816
TTD: (800) 7352966 Voice: (800) 735-2466
htip:/ /content.oimo.gor/pu sing-materals management

December 2, 2014

Laura Toledo

Center for Women in Transition
7525 South Broadway

St. Louis MO 63111

Dear Ms. Toledo:

In accordance with paragraph 3.2 of RFP B3214318 for Transitional Housing Facility Services for
Female Offenders for the Department of Corrections, this letter shall constitute an official
request by the State of Missouri to enter into competitive negotiations with your company.
Included with this letter are two attachments.

One attachment is a complete copy of the RFP, including revisions to the RFP. The cover page
of the attached RFP is the Best and Final Offer #001 form. This BAFO #001 form must be
completed, signed by an authorized representative of your organization, and returned with
your BAFO response. Signing the BAFO #001 form confirms your understanding and agreement
to comply with the provisions and requirements of the RFP as modified by any previously
issued RFP amendments by this request for a BAFO.

Another attachment is the Best and Final Offer {BAFQ) Request List which identifies areas of
concern with your proposal, areas of your proposal needing clarification, and areas of
deficiency which may not comply with the requirements of the RFP. However, please
understand that the State of Missouri is under na obligation to advise you of any or all of these
areas and makes no claim related thereto.

in your response to this Best and Finai Offer, you may make any modification, addition, or
deletion deemed necessary to your proposal. However, please be advised that it is not
necessary for you to resubmit your entire proposal. Only the signed BAFQ #001 form, your
response to the BAFO Request List, and any portions of your proposal that are being revised as
a result of this request for a Best and Final Offer need be submitted. Your BAFO response is
your final opportunity to ensure that {1} all mandatory requirements of the RFP have been
met, (2) all RFP requirements are adequately described since ali areas of the proposal are
subject to evaluation, and (3} this is your best offer, including a reduction or other change to
pricing.



Laura Toledo
December 2, 2014
Page 2

You are requested to respond to this request for a BAFO by submitting a written, sealed “Best
and Final Offer” by 5:00 p.m. Central Time on December 11, 2014 to:

Attenticon: Julie Kleffner
Division of Purchasing and Materials Management
301 West High Street, Truman Building, Room 630
Jefferson City, MO 65101-1517

The outside of the packet containing the BAFO response needs to state, “BAFO for B3214318”"
on the lower left corner, Please include the original plus four (4) copies (for a total of five {5)
documents) of your response. Faxed or e-mailed responses are not acceptable.

You are reminded that pursuant to section 610.021, RSMo, proposal decuments including any
best and final offer documents are considered closed records and shail not be divulged in any
manner until after a contract is executed or all proposals are rejected. Furthermore, you and
your agents (including subcontractors, employees, consultants, or anyane else acting on their
behalf) must direct all questions or comments regarding the RFP, the evaluatian, etc. to me, as
the buyer of recard. Neither you nor your agents may contact any other state employee
regarding any of these matters during the negotiation and evaluation process. Inappropriate
contacts or release of information about your proposal or BAFO are grounds for suspension
and/or exclusion from specific procurements.

If you have any questions regarding this BAFO request, please contact me at (573) 751-7656 or
e-mail me at Julie.Kleffher@oa.mo.gov. Your efforts in working with the State of Missouri to
ensure a thorough evaluation af your proposal are sincerely appreciated.

Sincerely,
N

Julie Kleffner

c: Evaluation Team
RFP B3714318

Attachments: Best and Final Offer Request List
RFP including BAFO #001 form



1.

CENTER FOR WOMEN IN TRANSITION
BEST AND FINAL OFFER REQUEST LIST

BAFO NO. 001 FOR RFP B3714318

IDENTIFIED DEFICIENCIES AND AREAS QF CONCERN/CLARIFICATION:

1.1

Center for Women in Transition states on page 24 of its response, “All new
residents will be provided with a welcome packet of a fifteen day supply of
free basic toiletry items such as soap, toothpaste, razor, etc.”

Paragraph 2.10.2 b. of the RFP states, “The contractor shall provide all
offenders with a fifteen (15) day supply of free basic toiletry items such as
soap, toothpaste, razor, etc., upon entry into the transitional housing facility
and until the offender has received income.”

In order to be compliant, CWIT is requested to confirm in the best and final

offer response that CWIT will provide free basic toiletry items until the
offender has received income.

~Page I ~




STATE OF MISSOURI
OFFICE OF ADMINISTRATION

REQUEST FOR PROPOSAL (RFP)

AMENDMENT NO,; 4
BFP NQ.: B3Z14318

TITLE: Transitiona) Housing Facility Services for Female Offenders

ISSUE DATE:; 10/29/14

DIVISION OF PURCHASING AND MATERIALS MANAGEMENT (DPMM)

REQ NO,: NR 931 YYY 14708181
BUYER: Julie Kieffner

PHONE NQ.,: (573) 751-7656
E-MAIL: Julic.Kleffaer@oa.mo.gov

RETURN PROPOSAL NO LATER THAN: 13/7/14 AT 2:00 PM CENTRAL TIME

MAILING INSTRUCTIONS:  Print or typc RFP Number and Return Due Date on the lower left hand carer of the

envelope or package. Delivered sealed dprpposals must be in DPMM office (301 W High
Street, Room 630) by the return date and time.

RETURN PROPOSAL AND AMENDMENT(S) TO:

(Courier Service)

DPMM

301 WEST HIGH STREET, ROOM 630
JEFFERSON CITY MO 65101-1517

{(U.S. Mail)
DPMM

PO BOX 809

JEFFERSON CITY MO 65102-0809

ar

CONTRACT PERIOD; Effective Date of Contract through June 30, 2016
DELIVER SUPPLIFS/SERVICES FOB (Frec On Board) DESTINATION TO THE FOLLOWING ADDRESS;

Missouri Department of Corrections
Division of Probation and Parole
2720 Plaza Drive,

Post Office Box 236
Jetferson City MO 65102

The offeror hereby declares understanding, agreement and certification of compliance to provide the items andior services, at the pnces
quoted, in accordance with all terms and conditions, requircments, and specitications of the original REP as modified by this and any
previously Issued RFP amendments. The offeror should, as a matter of clarity and assurance, also sign and retum all previously issued RFP
amendmient{s) and the original RFP docurnent. The offeror agrees that the language of the original RFP us madified by this and any previously
issued RFP amendments shall govern in the event of a conflict with hisher proposal. The offeror further agrecs that upon veccipt of an
authonzed purchase order from the Division of Purchasing and Materials Management or when a Notice of Award (s signed and issued by
an awthonzed offteial of the State of Missour, a binding vontract shall exist belween the offeror and the State of Missour.

SIGNATURE REQUIRED

LEGAL NAME QF ENTITVAINHIVIDU AL FLLED WITH 1RS FOR TS TAX D ND.

DOING BUSINESY A% (DBA) NANE

Center for Women in Transition, Ing.
IRS FORM 1099 MAILING ADDRESS

7525 S. Broadway

CITY, STATE, ZIF CODE

St. Lowis, MO 63111

EMAIL ADDRESS

Cenier for Women in Transition
MAILING ADDREAS

7525 S. Broasdway
CIVY, SIAVE, ZiP CODE

St. Louis, MO 63111

CONTACT FERSOM

Laura Toledo
PHONE NIMIBER

lauratoledo@cwitstl.org
FAX NUMBER

314-771-0066

TAXPAYERID (TIN) TYPE (THECK (ONE)

314-771-5207

TAXPAYER LD NUMBER ITTN)

VENDOR NUMEER (IF KNOWN]

43-1799637 _X_FEIN __ S§SN Lr 3\7? q 22-1,0‘
YENDOR TAX FILING TYPE WITH LRS (CBECK ONE?
__ Comoratten __ Individual _ _ Stato'Local Goverment __ Pantnership __ Sole Proprietor X_IRS Tax-Exempt
AUTHORIERY S[GNATL"I:.:;'J____._,___,C___.._‘: . DATE
: (B3704 L«—z . __C‘f/’éj October 30, 2014
TNTED MNAME TITLE
Laura Toledo Executive Director
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AMENDMENT #4 TO RFP B3714318

JITLE: Transitional Housing Facility Services for Female Offenders

CONTRACT PERIOD: Effective Date of Contract through June 30, 2016

PROSPECTIVE OFFERORS ARE HEREBY NOTIFIED OF THE FOLLOWING CHANGE:

L. Paragraph 2.3.7 a. 3) has been revised.



STATE OF MISSQURI

OFFICE OF ADMINISTRATION

DIVISION OF PURCHASING AND MATERIALS MANAGEMENT (DPMM)
REQUEST FOR PROPOSAL (RFP)

Lt e

AMENDMENT NO.: 3

REP NO.: B2Z14318

YITLE: Transitional Dousing Facility Services for Female Offenders
ISSUE DATE: 10/23/14

REQNO.,; NR 231 YYY14708181
BUYER: Julie Kleffner

PHIONE NO.: {573) 751-7650
E-MAIL: Julie. Kleffner@oa.mo.gov

RETURN PROPOSAL NO LATER THAN: 11/7/14 AT 2:00 PM CENTRAL TIME

MAILING INSTRUCTIONS:  Print or type RFPF Number and Return Due Date on the lower left hand comer of the

envelope or package. Delivered scaled proposals must be in DPMM office (301 W High
Street, Room 630) by the return date and time.

RETURN PROPOSAL AND AMENDMENT(S) T(:

(U.S, Mail)

DPMM or
PO BOX 809

JEFFERSON CITY MO 65102-0809

(Courier Service)

DPMM

301 WEST HIGH STREET, ROOM 630
JEFFERSON CITY M} 65101-1517

CONTRACT PERIOD: Effective Date of Contract through June 30, 2016
DELIVER SUPPLIES/SERVICES FOB (Free On Board) DESTINATION TO THE FOLLOWING ADDRESS:

Missouri Department of Corrections
Division of Prebation and Parele
2720 Plaza Drive,

Post Office Box 236
Jefferson City MO 65102

The offcror hereby declares understanding, agreemenr and certification of compliance to provide the items andfor services, at the prices
quoted. in accordance with all wrms and conditions, requirements, and specifications of the original RFP as modified by this and any
previously issued REP amendmenis. ‘The offeror should, as o matter of clartty and assurance, also sign and return all previausly issued RFP
amendment|s) und the original RFY document. The offeror agrees that the language of the original RFP as modified by this and any previously
tssued RI'P amendments shall govern in the event of a conflict with hisher propesal, The offeror further agrees that upon receipt of an
authotized purchase order from the Diviston of Purchastng and Materials Managoiment or when a Notice of Award is signed and issued by
un suthorized official of the State of Missourd, a binding contract shall exist between the offtror and the State of Missougs.

SIGNATURE REQUIRED

DOING BUSINESS AS (DBA) NANME

Center for Women in Transition

LEGAL NAME OF ENTITYANDDVID U AL FILED WITIH LIRS FOR THIS TAX 1D NO.

Centar for Women io Transition, Inc.

MAILING ANPBREXS

7525 8. Broadway

1RS FORM 1799 MAILING ADDRENS

7525 8. Broadway

CITY, STATE, ZIP CODE

St. Louis, MO 63111

CITY, STATE, ZIP CODE

St. Loms, MO 63111

CONTACT PERSON

Laura Toledo

EMAIL ADDRESS

fauratoledo@ewitsil.org

PHONE NUMBER

314-771-5207

kAX NUMBER

314-771-0066

TANPAYER IDNLMBEK (TTN]

43-1799627

TAXPAYER ID (TIN) TYPE ({CHECK ONE)

58N H119462 301

_X_FEIN

VENDQR NITMRER (TF KNOWN)

YENDOR L'AX FILING TYPE WITH IRS (CHECK DNE)

_ _Comporation  _ Individuat _ _ State’Local Government  __ Pannership _ Sole Proprietor X _[RS Tax-Fxempt
A}VLH( ZED SIGNATLURE NATE
e TQ/L e October 30, 2014
PRINTED NAME TITILE
T aura Toledo Executive Director
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AMENDMENT #3 TO RFP B3714318

TITLE: Transitional Housing Facility Services for Female Offenders

CONTRACT PERIOD: Effective Date of Contract through June 30, 2016

PROSPECTIVE OFFERORS ARE HEREBY NOTIFIED OF THE, FOLLOWING CHANGE:
1. Closing Date:

As Stated: Return proposal no later than: 10/29/14 at 2:00 PM.
Change To: Return proposal no later than: 11/07/14 at 2:00 PM.



October 30, 2014

Center for Women in Transition
7525 S. Broadway

St. Louis, MO 6311

314-771-5207

RTP: B3Z14318

Transitional Housing Facility Services for Female Offenders

The Center for Women in Transition has no changes to its proposal due to Amendment
3 and 4.



s T

3

Center for Women in Transition
7525 S. Broadway

St. Louis, MO 63111

UNMARKED 81D NO. 65‘2@ -D? M M

FRUD HOGE 314 ae SEDE DA-TIFMN
CLOSINGDATE:_U/ T lér N .P O £USD o
RECEIVED BY:M SV (i@x 8( )Cf

waess LD Sellerson Ciby, MO 65102 ~CBOY
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STATE OF MISSOURI

OFFICE OF ADMINISTRATION

DIVISION OF PURCHASING AND MATERIALS MANAGEMENT (DPMM)
REQUEST FOR PROPOSAL (RFP)

RFP NO.; B37Z14318 REQ NO.: NR 931 YYY 14708181
TITLE:  Transitional Housing Facility Services for Female Offenders BUYER: Julie Kleffrer
ISSUF. DATE: 09/24/14 PHONE NO.: (573) 751-7656

E-MAIL: Julie.Kleffner{@oa.mo.gov
RETURN PROPOSAL NO LATER THAN: 10/22/14 AT 2:00 PM CENTRAL TIME

MAILING INSTRUCTIONS:  Print or type RFP Number and Return Due Date on the lower left hand comer of the
envelope or package. Delivered sealed proposals must be in DPMM office (301 W fligh
Strect, Room 630) by the retum date and time.

(LS. Mail) {Courier Service)
RETURN PROPOSAL TO: DPMM or DPMM
PO BOX 8{9 301 WEST HIGH STREET, RM 630

JEFFERSON CITY MO 65102-080% JEFFERSON CITY MQ 65101-1517
CONTRACT PERIOD: Effective Date of Centract throngh June 3¢, 2016
DELIVER SUPPLIES/SERVICES FOB (Free On Board) DESTINATION TO THE FOLLOWING ADDRESS:

Missouri Department of Corrections
Division of Probation and Parole
2720 Plaza Drive
Post Office Box 236
Jeffersan City MO 65102

The ofteror hereby declares understanding, agreement and certification of compliance to provide the fiems and’er services, at the prices
quoted, in accordance with all tequitements and spevificativns conined herein and the Termis and Conditions Request for Proposal (Revised
12/27/12). The offeror further agrees tha! the language of this RI'P shall govern in the event of a conflict with histher proposal. The offeror
further agrees that upon receipt of an uuthorized purchase order fraw the Division of Putchasing and Marterials Managemeni or when a Notice
of Award is signed and issued by an authorized official of the State of Missourd. 4 binding contract shall cxist between the affcror and the
State of Missouri.

SIGNATURE REQUIRED

DOING BLUSINESS AS (DBA) NAME LEGAL NANY OF ENTITY,INDIVIDUAL FILED WITH IRS FOR THIS TAX 1O NO,
Center {or Women in Transition Center for Women in Transition, Inc.
MAILING ADDRESS 1RS FORM 1099 MAILING ADDRESS
7325 South Broadway 7525 South Broadway
CIIY, STATE, ZIP COOE CITY, SYATE, ZiF CODE
St. Louis, MO 63111 St. Louts, M 683111)
CONTACT PERRON ERLAL. ADURESS
Laura Toledo lauratoledod;cwitstl.org
PHONE. NTMBER FAX NUMEBFR
34-771-5207 314-771-0066
TAXPAYER 1D NI MBER (1K) TAXPAYER ID [TIN} TY PE (CHECK ONE) VENDOR NUMBER ([F KNOWN)
b, EIN SEN
43-1799627 _X_FEN__ 43179962701
YENDOR TAX FILING TYPE WITH 1RS jCHYCK [IME}
_ Corporation _ individual  State’local Government  _ Parnesship_ Sole Proprictor  __X_TRS Yax-Exempt
AUTHORIZED SIGNATURFE . DATE
.- A
! . . ; ,..-' ~
L T A e /Qq é;é("s October 23, 2614
“PRINIED NAME TITLE
Laura Toledo Exccutive Director




STATE OF MISSOURI
OFFICE OF ADMINISTRATION

REQUEST FOR PROPOSAL (RFP)

AMENDMENT NQG.: 1
RFP NO.: B37.14318

TITLE: Transitional Housing Facility Services for Female Offenders

ISSUE DATE: 10/7/14

DIVISION OF PURCHASING AND MATERIALS MANAGEMENT (DPMM)

REQ NO.: NR 931 YYY14708181
BUYER: Julie Kieffuer

PHONF NO.: (573) 751-7656
E-MAIL: Julie Kleffner@oa.mo.gov

RETURN PROPOSAL NO LATER THAN: 1022/14 AT 2:00 PM CENTRAL TIME

MAILING INSTRUCTTONS:

Print or type REP Number and Return Thue Date on the lower left hand comer of the

cnvelo[ﬁc ot package. Delivered sealed proposats must be in DPMM office (301 W High
oon

Street,

RETURN PROPOSAL AND AMENDMENT(S) TO:

{(U.S. Mail)

DPMM

PO BOX 809

JEFFERSON CITY MO 65102-0309

1 630) by the return date and time.

(Courier Service)

DPMM

301 WEST UIGH STREET, ROOM 630
JEFFERSON CITY MO 65101-1517

ar

CONTRACT PERIOD: Effective Date of Contract through June 30, 2016
DELIVER SUPPLIES/SERVICES FOB (Frec On Board) DESTINATION TO THE FOLLOWING ADDRESS:

Missauri Department of Corrections
Division of Probation and Parole
2720 Plaza Drive
Past Office Box 236
Jefferson City MO 65102

The offeror hereby declares understanding, agreement and certification of compliance to provide the ifems andfor scrvices, at the prices
yuoted, in accordance with all terms and conditions, requirements, and specifications of the original RFP as modified by this and any
previously 1ssued REP amendments. The offcrer should, as a matter af clarity and assurance, also sign and retum all previously issued RFP
amendment{s) and the originul RFP document. The offeror agrees that the language af the original RFP as modificd by this and any previausly
issucd RFI" amendments shall govern in the event of a conflict with hisher proposal. The offeror further agrees that upon receipt of an
authorized purchase otder from the Division of Purchasing and Matertals Management or when « Notice of Award is signed and issucd by
un authorized official of the Stute of Missouri, a binding contract shull exist between the offcror and the State of Missoun.

SIGNATURE REQUIRED

DOING BUSINESS AS{DBA) NAME

Center for Women in Transition

LEGAL NAME OF ENTTTY/INDIVIDUAL FILED WITIT (K3 FOR TIIS TAX b NO.

Center for Women in Transition, Inc.

MALLING ADDRESS

7523 S. Broadway

IRS FOBM 1099 MAILING ADDRESS

7525 8. Broadway

UITY, STATE. Z[P COTE

St. Louis, MO 63111

CITY, STATE, ZIF CODE

St. Louis, MO 63111

CONTACT PERSON

Laura Toledo

EMAIL ADDRESS

Lauratoledo@cwitstl.org

PHONE NLMBER

314-771-5207

Fax NUMERR

314-771-0066

TAXPAYER D NLMBER (T1M)

TAXPAYER 10 {TIN) TYPE [CHECK ONEI

VENDOR NUMBER I11F KNOYWN)

Laura T'oledo

43-1799627 X FENG__SSN 43179962701
VENDOR TAX FILING TYPE WITH IRS (CHECK UNET
_ Coporation mdividuat _ State/Local Govetnment  _ Partnership Sovle Proprictor  _X RS Tax-Exempl
AUTHORIZED SIGNATURE N . DATE
»/-f . \ - 25/_ - /_,.a .
e T e S 10:23/14
PRINTED NAME TITLE

Executive Director




AMENDMENT #1 TO RFF B37Z14318

TITLE: Transitional Housing Facility Services for Female Offenders
CONTRACT PERICD: Effective Date of Contract through June 30, 2016

The following paragraphs in RFP B3Z14318 have changes:

221c.
233c
2.6.7b.
2.68e.
272.b.2)
2107 g
2.11.1 a.
2.4i14e.
2118 ¢
2122 a
2.134
2.1%5
2198



STATE OF MISSOURI

OFVICE OF ADMINISTRATION

DIVISION OF PURCHASING AND MATERIALS MANAGEMENT (DPNMM)
REQUESY FOR PROPOSAL (RFP)

AMENDMENT NO.: 2

RFF NO.: BIZ14318

TITLE: Transitional Housing Facility Services for Female Offenders
ISSUE PATE: 10/17/14

REQ NO.: NR 931 YYY14708181
BUYER: Julie Kleffner

PHONE NO.: (573) 751-7656
E-MAIL: Julie.Kleffner@oa.mo.gov

RETURN PROPOSAL NO LATER THAN: 10,2914 AT 2:00 PM CENTRAL TIME

MAILING INSTRUCTIONS:  Print or type RFP Number and Return Due Date on the lower left band comer of the

envelope or package, Delivered sealed proposals must be in DPMM office (301 W High
Strect, Room 630) by the return date and time.

RETURN PROPOSAL AND AMENDMENT({S) TO:

(Cauricr Service)

DPMM

301 WEST HIGIH STREET, ROOM 630
JEFFERSOXN CITY MO 65101-1517

(U.S. Mail)

DPMM or
PO BOX 809

JEFFERSON CITY MO 651020309

CONTRACT PERIOD: Eitfective Date of Contract through June 30, 2016
DELIVER SUPPLIES/SERVICES FOB {Free On Board) DESTINATION TO THE FOLLOWING ADDRESS:

Misseuri Department of Corrections
Division of Probation and Parole
2720 Plaza Drive,

Post Office Box 236
Jeffersan City MO 65102

The otferor hereby declares understanding, agrecment and certification of compliance to provide the items and/or services, at the prices
guoted, in accordance with all terms and conditions, requircments, and specifications of the original RFP as modified by this and any
previously 1ssued RETP” amendments. The ofteror should, as a matter of clarity and assurance, also sign and return all previously issued RFP
amendment{s) and the odginal REP document. The offerar agrees that the language of the original RFP as modified by this and any previously
issucd RET amendments shall govern in the event of a conflict with his/her proposal. ‘The offeror further agrecs that upen receipt of an
authorized purchase order from the Division of Purchasing and Materials Management or when a Notice of Award is signed and issued by
an autherized official of the State of Missouri, a binding contract shall exist bebween the offeror and the State of Missouri.

SICNATURE REQUIRED

LEGAL NAME OF ENTITY/INDIVIDLAL FILED WITH IRS FOR THIS TAX D NO.

DOING BUSINESS AS [DBA) NAME

Center tor Women in Transition
FAILING ADDRESS

Cenler for Women in Transition, Inc.
IHS FORM 109% MAILLING ATHMRESS

7525 . Broadway

7525 8. Broadway

CITY, STATE, ZIP CODE

St. Louis, MO 63111

CITY, STATE, ZIT CODE

St. Lows, MO 63111

CUONTACT PERSON

Laura Toledo

EMAIL ADDRERS

Lauratoledoficwitstl.org

PHONE NLMBER

314-771-5207

FAXN NUMBLER

314-771-0066

TAXPAYER I NUMBER (TFN)

43-1799627

TAXPAYER ID TIN) TYPE (CHECK 1NE}
_X_FEIN  __ 8SN

VENDOR NUMBER (IF ENOWN}

43179962701

VENDGR TAX FILING TVFE WITH (RS (CHECK UNE)

_ Corporation ___ Individual State/local Government  Partnership _ _ Sole Proprictor X RS Tax-Exempt
ZED SIGNATURE _ DATE
el Py ( .
CC( w /@LL L 10/23/14
TITLE
Laura Toledo Executive Direclor




B3Z14318

AMENDMENT #2 TO RFP B3714318

TITLE: Transitional Housing Facility Services for Female Oftenders

CONTRACT PERIOD: Effective Date of Contract through June 39, 2016

PROSPECTIVE OFFERORS ARE HEREBY NOTIFIED OF THE FOLLOWING CHANGE:
1. Closing Date:

As Stated: Return proposal no later than: 10/22/14 at 2:00 PM.
Change To: Return proposal no later than: 10/29/14 at 2:00 PM.



B3Z14318

CENTER FOR WOMEIN IN TRANSITION PROPOSAL

RESPONSE TO RiP B3714318. AS REVISED

CENTER FOR

OMEN
TRANSITION

SUBMITTED BY:

Laura Teledo

Center for Women m Transition
7525 S. Broadway

St. Louis MO 63111
lauratoledofcwitstlorg

314-7715207 (1eh)
. 314-771-0066 (fax)
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PRICING PAGE

i1 Transitional Housing Services - The offeror shall provide the following firm, fixed price per transitional
housing slot (onc bed for twenty-four hours each day of the contract period which shall be reserved for the
exclusive use of the state agency and which is actually utilized by an offender) for providing transitional
housing facility services in accordance with the provisions and requirements of this RFP. (C/S Code: 95236)

Firm, Fixed Price Per Transitional Housing Slot: $ 77.13

1.1.1  Proposed Number of Slots - The offeror must quotc the minimum number of transitional housing slots,
which shal] net be less than 10, and the maximum number of transitional housing slots for which the firm,
fixed price per transitional housing slot is applicable. The offeror shall rot submit multiple prices (“sltiding
scale”) within a range of transitional housing slots. A sliding scale shalf not be accepted.

The prices quoted shall be applicable to a minimum of __ 26 (must not quote less than 10) transitional
housing slots through a maximum of 30 transitional housing slots,

1.1.2  Price Breakdown - The offcror must provide an itemized breakdown of the price for analysis purposes of
the above quoted firm, fixed price per transitional housing siot. The total of the components below must
equal the firm, fixed price per transitional housing slot stated above. In the event of a discrepancy, the above
quoted firm, fixed price per transitional housing slot shall govern. “Included in base” shall not be an

acceptable entry.
lSecurity $27.75 -
Drug Testing 020
Room and Board T $27.13
Case Management Services ~ Tssso -
| Administrative’Other | $13.55 o
'FIRM, FIXED PRICE PER $77.13
TRANSITIONAL HOUSING SLOT

Offerors are cautioned that pricing shall vemain the same for the renewal options unless the state agency is
appropriated additional funds for this service in which case the prices shall be pursuant to the applicable renewal
aption clauses of this dacument.

1.2 Renewal Option Pricing - - The offeror must indicate below the maximum allowable percentage of price
increase or guaranteed minimum percentage of price decrease applicable to the above pricing for the renewal
option years. If a percentage is not proposed (c.g. left blank, page not returned, etc.), the state shall have the
right to execute the option al the same price(s) proposed for the original contract period. Statements such as
"a percentage of the then-current price” or "consumer price index” are NOT ACCEPTABLE.

All increases or decreases shall be calculated against the original contract price, pot against the previous
vear's price. A cumulative calculation shall not be utilized.

tential Renewal Period Maximum Increase Minimum Decrease |
First Renewal Period Original Price  + _ 3 % jor | OriginalPrice - __ %
. Second Renewal Period | Original Price  + _ 5 % |or | OriginalPrice - %
i_’!"hird Renewal Perind Original Price + 7 % or Original Price -~ %

~ Dg not complete both a maximum increase and @ minimum decrease for the same renewal period. ~
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1.3

1.4

PRICING PAGE, CONTINUED

Prompt Payment Discount - The offeror should specify below (1) the percentage of discount applied to the
total invoice if payment by the state agency is prompt and (1)} the maximum number of calendar days invoice
must be paid to be considered prompt

% discount if invoice is paid within maximum of calendar days.

Length of Time for Program Implementation for Having an Operational Transitional Houysing
Facility: ‘I'he offeror shall indicate length of time required for program implementation expressed as number
of calendar days after notification of contract award, not to exceed 180 calendar days. In the event the offeror
does not specify a number of calendar days, the state shall assume 180 calendar days.

] Calendar Days

ATTESTMENT OF FAIR PRICING

I, L.aura Toledo, as Executive Director of the Center for Women in Transition, Inc., hercby aitest that the

prices on this Pricing Page are fair, proper, and not tainted.

-

Laura Toledo, Executive Diroctor



RFP B3714318-CWIT Respense 10/23/14 Page 3
EXHIBIT A

OFFEROR INFORMATION

a. Provide a brief company history, including the founding date and number of vears in business as currently
constituted.

The Center for Women in Transition (“Center™) is a nonprofit 501(c)3 organization in its 17 year of fulfilling
its mission to assist women in the criminal justice system in transitioning successfully to their families and
communitics by practicing and promoting restorative justice. Trom the day the organization formed on
November 3, 1997, the Center has offered female offenders a range of services to support positive change.

The Center initially employed one part-time person and had a shocstring budget; the agency has since grown
into a highly professional and accountable operation with 25 employces and an annual budget of $1.2 million.
The Center has not only grown internally, but has also built strong conacctions externally with others in the
community - locally and statewide — who are doing sinular work. 7This offers the best possible chance of
successful reentry for the women served by the Center’s programs. Following the belief that adequate housing
is a primary need, the Center acquired an eight-unit apartment building, the Courtois House, in 2005. Twelve
wonien at a time reside in the Courteis House and practice living skills as they work with their mentors and
pursue their goals toward reintegration.

In April, 2008, the Center for Women in Transition again expanded its capacity 10 offer housing to female
offenders with the opening of the Schirmer House which is transitional housing coniracted with the Missoun
Department of Corrections. The Center successfully renewed this contract in 2011 (current, similar contract
C311102001 that is being rebid in this RFPJ. This facility can accommodate up to 34 women in 2-bedroom
apartments. This apartment-style sct-up is unique for transitional living facilitics, and it is allows the wormen to
gain the life skills - such as cooking, housckecping, and getting along with a roommate - which will support
their future self-sufficiency as they reintegrate into the community.

In line with its mission, the Center has demanstrated leadership regarding the promotion of restorative justice,
having led the Missouri restorative justice initiative from 2005-2009, which resulied in the now-independent
membership organization of the Missouri Restorative Justice Coalition. Currently, the Center’s staff and board
arc commilicd to perform all duties, conduct operations and deliver services utilizing restorative justice
principles and practices,

Since the Center for Women in Transition began in 1997, over 2,000 women in the criminal justice system have
been helped toward a success{ul recntry through the Center’s services. Last vear the Center served 111 female
offenders through all ot its programming, with just an §% recidivism rate.

b. Describe the nature of the offeror’s business, type of services performed, etc. Identify the offeror’s website
address, if any.

The Cenier 1s a SG1(¢)(3) non-profit organization that provides wrap-around rcenlry services to women in the
criminal justice systerm, From the start, ong key service has been assistance to temale offenders with basic needs
such as {ood, clothing, transportation and housing. By removing the significant barriers that are caused by the
lack of such essentials, the Center helps each woman to be ready for the other changes needed for successful
reentry into the community. A second key aspect of the Center’s work since its inception is one-on-one
mentoring. Mentors are volunteer women from the community who serve as consistent and supportive guides
to the female offenders as they navigate the many challenges 1o their successiul reintegration. The mentors help
them reflect on situations, weigh options, solve problems, and aceept accountability for the way they arc thinking
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C.

and acting. ‘The staff of the Center for Women in Transition, in turm, supports those mentoring partnerships
while also providing each offender a variety of case management and advocacy services.

In addition to basic needs assistance and mentoring, the Center’s staff provides services that focus on eliminating
other barriers to successful reentry for female ex-offenders. Services include intensive case management in
order to help each woman identify, pursuc and achieve her individual goals. Significant barriers are often created
by substance abuse, mental health and/or medical issues, so case management also includes effective linkage to
such related services from other providers in the community. Since many of the fetnale offenders with whom
the Center staff work also struggle with basic life skills — cooking, housekeeping, budgeting, shopping - staff
also focus on increasing knowledge and skills in these arcas. Another significant barrier to successful reentry is
lack of employment, so staff also assist women with job readiness, resumes and applications, job scarch, and
interviewing skills along with ongoing support to maintain continued employment after being hired. Ongoing
legal issues may crcate additional barriers to a successful transition, so the Center has developed multiple
refationships in the community for providing free legal assistance, whether it be for criminal, civil, or family
law matters. Most recently, the Center has established partnerships with Arch City Defenders and Father’s
Support Center for legal assistance.

All Center work is founded in restorative justice principles. This means ex-offenders are expected and
encouraged to take responsibility for their actions, realize the harm they may have caused and find ways to both
heal that harm and so make different choices leading to different results in the future. This approach provides
space for ex-offenders to heal harms that have damaged relationships with their communities, families, and
critically, chiidren. This restorative justice model is reflected individually by each woman’s level of
accountability and willingness to change. The model is also reflected in the Center for Women in Transition as
an organization, All staff, board and volunteers strive to act restoratively in communications, inferactions and
decision-making. They aim to be inclusive, fair, and accountable in order to maodel restorative justice to both
the women in the program and to the community.

The Center is committed 1o maintaining a variety of partnerships with others in the community to enhance service
delivery and benefit the reentry etforts of the women served. The Center is continuously striving to build the
best partnerships possible to provide cvery service a woman may need. Some cxamples of partnerships include
(1) substance abuse treatment/support group providers: BASIC, New Beginnings, Let’s Start; (2) health/'mental
health providers: BIC Health Care, St. Johin’s Mercy Community Ministries, Grace Hill, and Family Medical
Centers i Carondelet; {3} cmployment services: Vocational Rehabilitation Services, St. Patrick’s Center, and
Employment Connection; {4) parenting classes: Annie Malone Children and Family Service Center; (5} anger
management classes: St. Vincent DePaul and the United Methodist Church; and (6) Arch City Defenders and a
number of individual attomeys for pro bono legal assistance. Also vital to the Center’s successful work with
female offendcrs are strong working relationships with personnel of the Missouri Department of Corrections,
Division of Probation and Parole as well the 5t. Louis City & County courts.

The Center demonstrates its commitment to contributing to positive systemic change by actively participating
in a number of lacal and statewide collaborations, including the St Louis Alliance for Reentry (STAR), the
Missouri Restorative Justice Coalition, St. Louis Restorative Justice Collaboration, the 5t. Louis Continnum of
Care {CoC), the Missouri Association of Social Welfare (MASW), and the Children’s Services Commission.

The Center shares common objectives with the Missouri Department of Corrections. Those objectives include
utilization of evidence-based practices in order to reduce reincarceration, increase individual self-sufficiency
and move offenders from the cormections system to the communily as law-abiding, tax-paying citizens. Along
with the practical support of basic needs assistance, the Center supports the cognitive and behavioral changes
that are key to Jong-term success as a community member.

The website for the Center for Women in Transition is www.cwitstlorg,

Provide a list of and a short summary of information regarding the offeror’s current contracts/clients.

Schirmer House Transitignal Housing Facility: The Center for Women in Transition currently is fulfilling Contract
C311102001 which is the previous contract for similar services related to this RFP. The Center gained the contract
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with the state agency and opened the Schirmer House transitional housing facility for female offenders on July 1,
2011, That facility has been in continuous operation since that date, having partnered with the state agency to serve
652 individuals with housing, case management and supportive services through December 31, 2011. The Schirmer
Housc is the samc facility that is being proposed to continue operating under this RFP B37Z14318.

a 12-bed apartment-style transitional housing facility, Courtois House, as part of its mentoring and advocacy program.
Female offenders are housed in that facility for up ta a year as they participate in programming, work with a volunteer
mentor and gain life skills. This facility has been in operation since 2005. Funders for the Courntois House and related
programming inciude the Lutheran Foundation., Missouri Housing Trust Fund, Affordable Housing Trust Fund,
United Way. the Sisters af Mcrey, the Sisters of St. Joseph of Carondelet, and the Missourt Department of Corrections
COIMMUIItY reentry grant,

Project ReConnect 2014; In JTuly 2014, the Center entered into a contract with the City of St. Louis-Department of
Health and Human Services to be the administrator and service provider to women for a program called “Project
ReConnect 2014 Following an a similar program called simply “Project ReConnect™ that ended in 2011, Project
ReConnect 2014 is a collaborative program to provide reeniry services to individuals who are heing released from
state correctional facilities on director's discharge and will have no probation or parole supervision upon relcase. The
collaboration is made up of the Center, which is the program administrator and case managing agency for women;
Criminal Justice Ministry and Provident, which divide case management of the men; and Employment Connection,
which provides cmployment assistance to all participants. Father’s Suppori Center is available for legal assistance
for program participants as well.

Post-Tracking/After Care Program: In September 2013, the Lutheran Foundation granted the Center a grant 1o track
clients leaving the Center's core programming, and to provide case management and assistance to them as needed.
This grant has been renewed, and the Center is now able to provide critical assistance to all Center clients who elect
to participate in post-program services. Through this program, the Center is also collecting valuable data about the
successes and challenges facing its clients post-program separatior.

d. List, identify, and provide reasons for each contract/client gained and lost in the past 2 vears,

»  Missouri Department of Corrections (Contract # C311102001}
o Funds transitional housing facility (Schirmer House) for female oftenders
o Initial contract February 2008 - June 2008; renewed July 2008 - June — 2009; rencwed July 2009 —
June 2010; renewed July 2010 — June 2011:second contract awarded July 2011-June 2012; renewed
July 2012-June 2013; renewed July 201 3-Junc 2014; renewed July 2014 -December 2014; contract
currently up for rebid with this RFP

»  Missouri Department of Corrections — Community Reentry Grant
o Funds housing, other basic needs assistance, restorative justice activities, personne] and operations
tor mentoring and advocacy program
o Initial 5-menth grant May September 2009; funded from August 2010 — July 2014; awarded for
July 2014-June 2015 but no funding has been released due to state budget issues; eligible for future
funding as available

+ United Way
o Funds gencral operations and administration expenses
o Annual allocation granted from 2009-2014 after the Center for Women in Transition became a
United Way-funded agency in late 2008

o Lutheran Foundation - Post Tracking/After Care Program
o Funds post-care program for clients who lcave initial programming
o Granted September 2013 August 2014; current funding September 2014-August 2015

»  Missouri Housing Commission — Missouri Housing Trust Fund
o Funds operations at the Courtois House facility to house female offenders in the Center’s mentoring
and advocacy program
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€.

o Granted April 2008 — March 2009; refunded April 2009 — March 2010, April 2011 March 2012,
April 2012-March 2013, April 2313- March 2614

©  Was not funded for 2014-2015 cycle due to commission’s decision to stop funding transitional living
facilities. Center has applied for funding for April 2015- March 2016 for operational funding and
permanent housing support for clients in Afier Carc program

s Affordable Housing Commission - Affordable Housing Trust Fund

o Funds utility and housing assistance, primarily at Courtois Housing facility, and other operational
expenses

¢ Qranted April 2008 — March 2009; refunded April 2009 — March 2010, April 2011 - March 2012,
April 2012-March 2013, April 2013-March 2014, Apnl 2034-March 2015

¢ Mercy Ministry Fund

o Provides general assisiance to mentoring and advocacy progran:
o Annual funding eligible for renewal: July, 2008 -- June, 2009, July, 2009 - June, 2010, July, 2010
June, 2011, July 2011-June 2012, July 2012- June 2013, July 2013-Fune 2014, July 20i4-June 2615

St. Louis Philanthropic Fund
¢ Funds mentoring and advocacy program
o Granted July 2013-June 2014
o Not rencwed for 2014-2015 cycle, but Center i3 cligible to apply the following year

» Project Re-Connect 2014 - funded through City of St. Louis

o Funds basic need assistance and case management services for cx-offenders who are released from
incarceration having completed their full sentence
o Initial funding July 2014-December 2615; eligible for renewal undcr contract

+ Boeing

¢ Funds mentoring and advocacy program
o Granted Junc 2013 - May 2014; June 2014- May 2015

Sisters of St, Joseph, Carondclet, Feurbacher Grant
o Funds mentoring and advocacy program
o March 2013- October 2014; March 2014 — October 2014

Sisters of 8t. Joseph, Carondelet, Tabitha Grant
o Funds mentoring and advocacy program
o  June 2014 — Junc 2015

¢ Missouri Department of Economic Development Neighborhood Assistance Program (Contract #2015-75494)

© Funds mentoring and advocacy program through tax credits
o July 2014 - June 2015

¢  Adorers of the Precious Blood of Christ

o Funds restorative justice programming
o June 2014 June 2015

» Regional Business Council

o Funded acquisition of new computers
o December 2013 - June 2014

Describe the structure of the organization including any board of directors, partners. top departmental

management, corporate organization, corporate trade affiliations. any parcnt/subsidiary affiliations with other
finms, etc.

The Center for Women in Transition has in place an organizationa! structure designed to assure that ali
governance, administrative, fiscal, and programmatic activities are carried out fully and effectively. The twenty-
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member board of directors governs and hears legal and fiduciary responsibility for the organization. The board
represents a diverse background of personal and professional expericnce, including one program graduate. The
organization’s bylaws are in place to guide the board in its {unctions and duties. The board of directors has
responsibility to hire and review the exccutive director, to whom the board delegates authority to carry out the
work of the organization’s mission,

The executive director serves as a liaison between the board of directors and staff. As executive dircctor, Laura
Toledo helds the responsibility to assure that all operations, administration and program/service delivery is
carried owt efficiently, effectively and in accordance with the Center’s mission and strategic direction. The
position of executive dircctor is ultimately responsible for all personnel and their performance in carrying out
the assigned tasks of their respective positions. Accournting services have been outsourced the Davis Assoclates,
CPA.

The Center has two main program areas: mentoring and advocacy, which provides housing at the Courtois
House, and the Schirmer House transitional housing facility. Recently, the Center has added services through
the Project ReConnect contract and the Post-Tracking/After Care program. Separate supervisory and program
staff members are in place for each program. The residential facility director, Jewellette Donald, has
responsibility for oversight of the operations, personnel and programming at the Schirmer House facility.
Additional staff positions support both programs, including the Director of Restorative Programs, Sarah Gyorog;
the Development Director, Carrie Coats.  Although not employed by the Center, Davis Associates provides
critical accounting services for all programs, and Mueller Prost has conducted agency audits of all programs.

A copy of the Center's organizational chart and its current straiegic plan are included in this proposal in the
Documentation section (A-B).

The Center for Women in Transition is one of approximately 200 nonprofit organizations in St. Louis that are
members in good standing with the Better Business Bureau. 11 is also a member of the United Way, which
requires the agency to meet high quality standards as a condition of receiving continued support. The agency
does not hold any other corporate trade atfiliations and, as an independent 501(c)3 organization, is not affiliated
or a subsidiary of any other entity.

t. Provide a list summarizing any pending or final legal proceedings involving you or your company that took
place in any court of law, administrative tribunal or alternative dispute resolution process that was filed, settled
or gope to final judgment within the last three (3) vears. The summary need not disclose confidential information
of a disputed allegation of facl or law, but must contain the allegations made and/or cantested or findings of the
court of law. tribunal or dispute resolution process. Failure to provide a full and accurate summary of legal
proceedings may resull in rejection of the proposal or termination of any subsequent contract.

The Center liled a lawsuit against its auditing firm related io ecmbezzlement that the Center discovered in ecarly 2012
(Cause Number 1322-CC—528), The Center alleged that the firm was negligent and breached its standards of care
m failing o detect the fraud during the course of two agency audits. The firm denied that it breached any dutics and
asscrted comparative fault. The case was settled in a confidential mediation in October 2014. Under the terms of the
agreement, the lawsuit will be dismissed shortly.

g.  Document the offeror’s financial solvency in a manner that is acceptable for public review. Awndited financial
staternents for the last vear will provide such documentation; however, the statcments will become public
information. If the offeror is a subsidiary, also provide the documentation for the parent company.

The Center for Women in Transition is a financially solvent organization. Copies of the most recent aydited financial
statements are attached in the Documentation scction of this proposal (C). The Center’s Exceutive Director and
accountant regularly review all financial statements, and the Center’s Finance Committee, Executive Committece, and
full Board of directors regularly review and approve the organization’s budget, financial statements, and financial
position. The ageney’s financial results are measurcs against the agency budget and strategic plan, and are adjusted
accordingly to mcet financial goals. The organization has access to a husiness line of credit and maintains
permanently restricted and board rcstricted rescrve funding.
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EXHIBITB
. CURRENT/PRIOR EXPERIENCE
The offeror should copy and complete this form documenting the offeror and subcontractor’s current/prior experience

considered relevant to the services required herein. In addition, the offeror is advised that if the contact person listed
for verification of services is unable to be reached during the evaluation, the listed experience may not be considered.

Offeror Namme or Subcontractor Name: _ Center for Women in Transitien
{if reference 1s for a Subcontractor):

I Reference Information (Current/Prior Services Performed Fors:) l

. 1
Name of Reference Missouri Department of Corrections, Board of Probation and Parole
Company/Client;

Address of Reference 220 S. Jefferson, St. Louis, MO 63103
Company/Clieat:

Reference Contact Person TFannie Davis, District Administrator It
Name, Phone , and E-mail
Address: 314-877-1099; Fannis Davistdoc.mo.gov

TiﬂeffName of Transitional Facility, Corrections ~ Female Offenders Eastern Region (Bid #
Service/Contract B3Z14318/contract # C311102001)
Dates of Service/Contract: February 1, 2008 to December 31, 2014

If service/centract has N/A
terminated, specify reason:

Size of Service such as: 28 transitional slots with capacity of +6 overages;

¥ Number of Individuals Being . .
Served Base contract $661,745 + overages (if any]j

¥ Total Annuxl Valye/Volume

Size of Serviec/Contract {in Base contract $661,745 + overages (if any) represents approximately 50% of the

terms of offeror’s total smOU | Conter for Women in ransition’s total service annually
of business}

Description of Services Services include transitional housing, case management, rcferral and linkage,

Performed. such as: employment assistance, life skills training, other education & support, Located in
Population Served St. Louis, MO and available to female offenders in Missouri.
Type of Services Perforned
Geographic Arca Served
Ofleror's specific duties and
strategic objective

Personncl Assigned to Jewellette Donald, Residential Facility Director; LaTonya Rivers, Case Manager,
Service/Contract {include Employment/Lifeskills Specialist {vacant) ; Mark Parker, House Manager Supervisor, FT &
position title): PT House Managers, Laura Toledo, Executive Director; Davis Associates, CPA, cxlemnal
accounting services

Attach sample of resultsiwork, | w7
if applicable
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EXHIBIT B (Cont.}

CURRENT/PRIOR EXPERIENCE

The offeror should copy and complete this form documenting the offeror and subcontractor’s current/prior experience
considered relevant to the services requiced herein. In addition, the offeror 1s advised that if the contact person listed
for verification of services is unable to be reached during the evaluation, the listed experience may not be considered.

Offeror Name or Subcontractor Name: _ Center for Women in Transition
(it reference is for a Subcontractor):

l Reference Information (Current/Prior Services Performed For:) J

Company/Client: J

, :
Name of Reference Sisters of Mercy, South Central Community 1

Address of Reference J| 2039 N Geyer Road, St. Louis, MO 63131
Company/Client: _L

Reference Contact Person ! Kathy Zundel, Director of Ministry Development

Natme, Phone #, aud E-mait r

Address: 314-909-4612

Title/Name of ( Ministry Funding

Service/Coniract i

Dates of Scn'icea‘(jontract ) Mim'stry funding annually ,

If services/contract has
terminated, specify reason:

Size of Servive such as: i 50 women served through Mentoring and Advocacy
|
[
l

¥ Number of Individuals Bei
Served - * Annual Value: Approximately $30,000

v Total Annual ValueVolue

Size of Service/Contract (in | Ministry funding- Approximately $30,000 annually (2.9% of total service annually)
terms of offeror’s total amount

of business) (

Description of Services ’ Mentoring and Advocacy, casc management, linkage and referral and transitional
Pecformed, such ay: | housing and other basic necds for women coming out of jail or prison in the St. Louis

Type of Services Perfomad
Geppraphic Arcs Served |
Offeror™s specifiy duties and
strategic objective J

Population Served } arca.

RN

Personnel Assigned to
’I ServicerContract {include
position title):

Barbara Baker, Advocacy Director, Robin Davis, Client Services Director, Sarzh Gyorog,
Director of Restorative Programming. Stefanie Moore, Case Manager

Attach sample of resultsrwork, +Nj ‘A #
1f applicable J
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EXHIBIT B {Cont.)
CURRENT/PRIOR EXPERIENCE
The offeror should copy and complete this form documenting the offeror and subcontractor’s current/prior expericnce

considered relevant to the scrvices required herein. In addition, the offeror is advised that if the contact person listed
for venfication of services is unable to be reached during the evaluation, the listed experience may not be considered.

Offeror Name or Subcontractor Name: _ Center for Women in Transition
if reference is for a Subcontracior):

Reference Information (Current/Prior S¢rvices Performed For:)

Name of Reference
Company/Client:

United Way of (ireater St. Louis

Address of Reference
Company/Client:

910 North 11" Street, St. Louis, MO 63101

Reference Contact Person
Wame, Phone #, and E-mail
Address:

Rebekah Miller, Funding Manager-Community Investroent

314-539-4299; Rebekah.miller(@stl.unitedway.org

Title'Name of
ServicesConiract

Basic Needs Allocation

Dates of Service/Contract:

If service/contract has

terminated, specify reason:

- January 1, 2009- current

N/A

Size of Servige such ax:
¥ Numbherof Individuals Being
Served

v Total Annual Value' Volupe

111 female ex-offenders were assisted o FY 2014 through all the orgamization’s
programming which was supporied by the United Way,

- 2014 Annual Allocation- $59,700

Size of Service/Contract (in
terms of offeror’s total amount
of busincss)

2014 Annual Allocation- $59, 700 (5.8% of total service annually)

Diescription of Services
Performed, such as:
Population Served

Type of Services Perfonned
Geographic Arca Scrved
Offerar’s specific duties ynd
strategic ohjective

CNENESEY

Funds administrative/operational expenses in suppon. of all Center for Women in
Transition program to scrve female ex-offenders who need transitional housing, case
management, advocacy, mentoring, basic needs assistance, linkage and referrals and
other supportive services.

Personnel Assigned to
Service/Contract (include
position title):

Laura Toledo, Executive Director; Carrie Coats, Development Director; Barbara Baker,
Advocacy Director, Robin Davis, Client Services Dircctar, Sarah Gyorog, Director of
Restorative Programming, Stefanic Moore, Case Manager; Davis Associates, CPA, external
accounting services

Attach sample of results‘work,
if applicable

‘ N/A
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EXHIBIT B (Cont.)

CURRENT/PRIOR EXPERIENCE

The offeror should copy and complete this form documenting the offeror and subcontractor’s current/prior experience

considered relevant 1o the servi

ces required herein. In addition, the offeror is advised thal if the contact person listed

for verilication of services is unable to he reached during the evaluation, the listed experience may not be considered.

Offeror Name or Subcontractor Name: _ Center for Women in Transition

(if reference is for a Subcontractor):

Reference Information (Current/Prior Services Performed For:)

Name of Reference
Company/Client;

Lutheran Foundation

Address of Reference
Company/Client:

Ru60 Ladue Road, Suite 200, St. Louis, MO 63124

Reference Contact Person
IName, Phone #, and E-mail
Address:

Meclinda McAliney, Program Officer/Communications Director

- 314-231-2244 xt. 2; melindai@ lutheranfoundation.org

Title‘/Name of
service/Contract

Post Tracking Program

Dates of Service/Contract:

[f service/coniract has
terminated, specify reason:

“August 1, 2013-August 1, 2014
_August 1,2014- August 1, 2015
N/A

Size of Service such as:
¥ Number of Individuals Being
Servad

¥ Total Aanual Value'Volume

30 femalc ex-offenders provided with reentry services

Total annual value- $46,000

Size of Service/Contract (in
terms of offeror’s total amount
of business)

$46,000 (3.8% of total anmual)

Description of Services
Performed, such as:

¥ Population Served

Tvpe of Scrvices Performed
Geographic Arga Served
Offcror's specific dutics and
strategic obyjective

v
v
v

Personnel Assigned to
Service/Contract (include
position title):

Services include housing assistance, case management, referral and linkape,
employment assistance, life skills training, other education & support to women who
| have left any Center programnung for any reason.

Laura Toledo, Executive Director; Stefanie Moore, Case Manager; Robin Davis, Client
Services Dircctor; Sarah Gyorog, Drcctor of Restorative Programming

Attach sample of resnlts/work,
if applicable

A ————

N/A
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EXHIBIT B (Cont.)

CURRENT/PRIOR EXPERIENCE

The offeror should copy and complete this form documenting the offeror and subcontractor’s current/prior experience
considered relevant 1o the services required herein. In addition, the offeror is advised that if the contact person listed
for verification of services is unable to be reached during the evaluation, the listed experience may not be considered.

T ——— m—

Offeror Name or Subcontractor Name: __ Center for Women in Transition
(if reference is for a Subcontractor):
Reference Informatijon (Current/Prior Services Performed For:)
= ———————————
l .

Name of Reference Affordable Housing Commission
Company/Client:
Address of Reference 1520 Market Street, Suite 2080, Saint Louis, Missouri 63103
Company/Client:
Reference Contact Person Paula Turer
Name, Phone #, and E-mail .
Address: (314) 657-3880; wrnerpi@stlouis-mo.gov
TitleName of Affordable ITousing Trust Fund-Rental Assistance
Service/Contract ‘
Dates of Service/Contract: - Current Grant: April 2014-March 2015
If service/contract has | N/A
terminated, specify reason;
Size of Service such ax: 50 women were served with rental assistance in last year.
¥ Number of Individuals Being '

Served $36,000 annually

_‘/ Tntal Annual Value/Volume ) .
Size af Service/Contract (in $36,000 annually (3.2% of total service annually)
terms of otferor’s total amount
of business) _
|

Description of Services Transitional housing- rental and utility assistance to support female ex-offenders to
Performed, such as: increase self-sufficiency, prevent homelessness, and c¢ncourage their successful
¥ Population Served reintegration into the St. Louis community. Also funds adminisirative/operational
¥ Type of Services Performed o
¥ Geographic Arca Served | EXpenscs,
v" Offeror’s specific duties und i

Strategic objoelive }
Personnel Assigne_d to T.aura Toledo, Exccutive Dircetor; Barbara Baker, Advocacy Director; Robin Davis, Client
Service/Contract (include Services Director; Stefanie Moore, Case Manager
position title):
Attach sample of results/work, J N/A
it applicable i
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EXHIBIT C

EXPERTISE OF KEY PERSONNEL
(Copy and complete this table for cach case manager proposed)

Title of Position: CA%E MAN AGER

Name of Person: J

LaTonya Rivers

Educational Degree {s}. include |
college or university, major, and dates f

Bachelors of Science in Criminal Justice, Minor is Sociclogy
Lincoln University of Missouri, Jetferson City, MO
L 08/2002-7/2006

License(s)/Certification(s}, #(s),
| expiration date(s), if applicable:

}7 Specialized Training Completed.
Include dates and documentation of
| completion:

| Expiration date: April 2016

—

CPR Certification, First Aid Certification, AED Certification

Specialized trainings completed in CPR, First Ald and AED April 2014

# of years experience in grea of
service proposed 1o provide:

- — |

7 vears of experience

Descnibe person’s relationship to
offeror. If cmployee, # of years, If
subcontractor, describe other/past
working relationships

p—

Currently employed with the Center for Women in Transition-Schirmer
Ilouse. |
House Manager from 5/2011 to 7/2012
Case Manager trom 7/2012 to Present

Describe this person’s responsibilities
over the past 12 months,

Previous emplover(s), positions, and
dates

Interview residents to create a case management plan. Identify and
link residents to services aimed at meeting their individual needs,
including medical, mental health, substancc abuse treatment and
housing. Documment and track client activitics and progress towards
goals. Communicate regularly with treatment team, Probation and
Parole and community service providers to help resident’s access
available resources.
Crime Viclim Advocacy Center, St, Louis, MO

Victim Advocate Community Volunteer, 2010-2011

United States Investigative Services, St. Louis, MO Investigative
Records Technician, 2007-2010

The Jeffersen City Police Department, Jefferson City, MO

Law Enforcement Internship, 20035

Identify specific information about
cxpcrience in'

Social Work

Br

’ Correctional Residential Facilities !

| Assist individuals in coping and transitions in their life. Provide

| checks and review records for suitability issues-2007-2010

Clearly identify the experience, provide dates, describe the person’s
role and extent of invelvement in the expericnce

! services to individuals to help overcome challenges-2011-Present
Prowde cnunselmg and crisis intervention to crime victims on a
telcphone hotline or on a walk-in basis-2010-2011

Provide individual counseling serviges to Schinmer residents as
nceded-2011-Present
Review mlhtary records from all branches of the armed services,
prepare and transmit reports using PIPS, conduct REJIS Commission

"Provide case management for female ex-offenders entering the

‘ transitional housing program from prisonfjail/field. Assist offenders
| in obtaining 1D documents required, SS1, Medicaid and other benefits J
when applicable-201 1-Present
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EXHIBIT C (Cont.)

EXPERTISE OF KLY PERSONNEL

(Copy and complete this table for each lifc skills instructor proposed)

Name of Person;

e — — — — — — —

Educational Degree (s): include |
college or umversuv major, and dates |

Title of Position: LIFE SKILLS INSTRUCTOR

V acant . (

' License(s)/Centification(s), #(s),
| expiration date(s), if applicable:

Specialized Training Completed.
Include dates and documentation of
| completion:

# of years cxperience in area of
service proposed to provide:

Describe person’s relationship to
offeror. If employee, # of years. If
subcomniractor, describe other/past
working relationships

Describe this person’s responsibilities
over the pdst 12 months.

Previeus employer(s), pusitions, and
dates

Identity specific information about
t,xpen(,m,e in:

Soual Work
(‘oumehng

'\"\'\\

i
/
|
-
X

role and extent of involvement in the experience

(‘Urrcclronﬂ Remdentlal TFacilities

Clearly identify the expenience, provide dates, describe the person’s
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EXHIBIT C (Cont.)

EXPERTISE OF KEY PERSONNEL, OTHER KEY PERSONNEL

{Copy and complete this table for each key person proposed)

Title of Position:

RES]DENT[AL FACILITY DIRECTOR _

Name of Person:

Lducational [Jegree (s): include
college or university, major, and dates

| Jewellette Donald

University of Missourd, St. Louis, MO 8/1994, Bachelor of Science in

Crlmmoingy and Criminal Justice

License(s)/Certificarion(s), #(s),
expiration date(s), if applicable:

Graduate Certificate in Urban Familics & Cor Commumty Development, (
Washington University, 12/1998; CPR, First Aid and AED expires .
Aprii 2016

Specialized Training Completed.
Include dates and documentation of
completion:

# of years experience in area of
service proposed to provide:

Licensed Childcare Director, 2007, Specialized trainings completed in |
CPR. First Aid and AED Apnl 2014 }

Fifteen years cxperience

| Describe person’s relationship to

offeror. If emplovee, # of years. If
subcontiractor, describe other/past
working relationships

|

Employed with the Center for Women in Transition in current position
since December 20, 2010.

Describe this person’s responsibilitics
over the past 12 months.

Administer the operations, programs and staifing of a residential
facility in accordance with Center for Women in Transition and state
agency expectations and goals, This position has three direct reports —
the casc manager, house manager supervisor, and the employment /life

skalls specialist. i

Previous employer(s), positions, and
dates

ldentify specific information about
expenence in:

Social Work
”C._Qu_nseligg__ e

Criminal Justice

Correctional Residential Facilities

' Manaoed day—to day operations of service site, developed, managbd
| and analyzed operating budget of $150k

| female oftenders re-entering from prison into the community, train

Manager/Trainer, 2005-2008 & 2G08-2010

Missouri Thvision of Youth St_rvu:u, St. Lo IOU]S MO Facility ManageT1
and After Care Youth Specialist, 1978-1994; ARCHS - St. Louis
Caring Communities, St. Louis, MO, Sitc Manager and Student
Assistant Coordinator, 1995 -2002; Ichi — Ban & Associates - Private
Security, St. L.ouis, MO, Operations Manager, 2003 -2007; Division of
Workforce Development, St. Louis, MQ, Workforce Development !
Specialist, 2004-2005; Provident, Inc. Program Manager — Jennings
Operation Excel: An At Risk Youth Program, St. Louts, MO, Case

valded crisis intervention and counseling to individuals

Trained security personnel to monitor for violations and disturbances
2003 — 2007,

Provides day-to-day rnanagement of transitional housing facility for |

staff, maintain reporting, act as a liaison between community leaders,
agencies and partners to cnsurc successful reentry. 12/2010 - current.
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EXHIBIT C (Cont.

EXPERTISE OF KKY PERSONNEL, OTHER KEY PERSONNEL

Title of Position: HOUSE MANAGER SUPERVISOR

Name of Person: o

Mark Parker

Educational Degree (s} include
college or university, major, and dates

High School Diploma, Edwardsville High School, IL, June 1999

License(s)¥Certification(s), #(s),
| expiration date(s), if applicable:

American Red Cross, Adult CPR AED Centification, expires May 2015

Specialized Training Compleled.
Include dates and documentation of
completion:

. completed in CPR, First Aid and AED May 2013

Ongoing cross-training from 2008 to current. Specialized trainings

# of years experience in area of service
proposed fo provide:

Six years

Describe  person’s relationship to
offeror. If employee, # of years. If
subconiractor, describe other/past
working relationships

Employed with the Center for Women in Transition as a House
Manager on 06/23/2008; Promoted to Lead House Manager
12/05/2008; Promoted to House Manager Supervisor 06/01/2010, the
position he continues to hold currently.

Describe this person’s responsibilities
over the past {2 months.

| Previous employer(s), positions, and
| dates

Supervisc offender activities, entries and exits, maintain a safe and
supportive atmosphere; ensures oftfender compliance to program rules
and requirements. Document and fog activities as required. Perform
drug testing as well as safety drills as assigned. Monitor, secure and

tlog offender medications. Conduct facility and room checks in

accordance with puidelines. Assist resident facility director to recruit,
hire, orient and train house managers, develop monthly schedules and

| shift coverage; assist residential facility director in delivering staff

development opportunities; supervise house managers;; serve as the
comununication laison between residential facility director and housc
MANAZErS. - 1
Richards Brick Company, Yard Crew, 01/2003 - 10/2003; Interior
Trim Plus, Installer, 10/2005 — 01/2007; Ledcor U.S. Pacific, {nstaller,
01/2007-07/2007

r Identify specific information about
_experiencein:

v"Social Work

¥ Criminal Justice

¥ Correctional Residential Facilitics

i recordkeeping of the residents 7/2010.

Direct service position aiding {cmale offenders to successfully re-enter
| into society

Provides informal counselmg 1o female offenders lmng in a 24 hour
transitional housing according to policy and procedures

Works within expectations to ensure offenders in transitional housmg
are following rules and regulations 4/2008 — cwrrent; successfuily
created positions which enabled the staff to provide better control and
Six years in the Center for Women in Transition Schirmer House
Transitional Housing Facility
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EXIIBIT D

PERSONNEL EXPERTISE SUMMARY

(Complete this Exhibit for any additionul personnel not included on previous Exhibit. Resumes may also be provided)

| Background and Expertise of Personnel and Planned Duties |

ote: The posmo__fﬂouvc Manager perform the role and functions of Security Personnel as titled in the RFP)

1. Laura Toledo
(Name)
Executive Director
{Title)
General Oversight
(Proposed Role/F unction)

-

| Oversee all agency operations; assure service delivery, invoicing,
" reporting & all contract compliance; communicate & participate |
in meetings with board, staff and external partners to support
contract fulfillment. She has a JD degree and practiced law for
| twelve years prior to joining the Center’s staff. She served on the |
Center’s board of directors for seven years prior to joining the |
{ staff.

2. __ Rowena Wright
{Name)
__House Manager
(Title)
Security. B}
{Proposed Role/Function)

| Supervise sc offender activities, entries and exits; maintain a %afa
and supporlive atmosphere; ensure offender compliance to |
program rules and requirements. Document and log activities as
required. Perform drug testing as well as safety drills as assigned. |
Monitor, secure and fog offender medications. Conduct facility |
and room checks in accordance with guidelines. Ms. Wright has |
been cmployed as a house manager since (03/31/2009. She is
certified in CPR and first aid. ler previous experience has been
home health care worker and a radio dispatcher. |

3. _ Barbara Richardson

} (Proposed Role/Function)

{Name)

__ House Manager o
(Tnle)

Security

Supervise offender activities, entries and exits; maintain a sate
and supportive atmosphere; ensure offender compliance to
program rules and requirements. Document and log activities as
required. Perform drug testing as well as safety drills as assigned.
Monitor, secure and log offender medications. Conduct facility
and room checks in accordance with guidelines. Ms. Richardson
has been cmployed as a house manager since 12/18/2009. She is
certified in CPR and first aid. Iler previous experience has been
in home health care and as a maintenance supervisor.

4. _ _Dcbbie James
(Name)
House¢ Manager
(Title)

Security
(Proposed Role/Funciien)

Supervise offender activities, entries and exits; maintain a safe
and supportive atmosphere; ensure oftender compliance to
program rules and requirements. Document and log activities as
required. Perform drug testing as well as safety drills as assigned.
Monitor, secure and log offender medications. Conduet facility
and room checks in accordance with guidelines. Ms. Jamcs has
been employed as a house manager since 01/06/2009. She is
certified in both CPR and first aid.  Her previous experience has
been as a home health care provider and education coordinator.

5. Lo Reed
(Name)
House Manager

(Title)

Security
(Proposed Role/Function)

Supervise offender activities, eniries and exits; maintain a safe
and supportive atmosphere; ensure offender compliance to
program rules and requirements. Document and log activities as
required. Perform drugtesting as well as safety drills as assigned.
Monitor, sceurc and log offender medications. Conduet facility
r and room checks in accordance with guidelines. Ms. Reed has

been employed as a house manager since 07/20/2012. She is
[ certified in both CPR and tirst aid. Her previous expericnce has
} becn as a medical claims specialist and customer service
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Linda Smith
(Name)

House Manager
(Title)

Security -
(Proposed Role/Function)

Supcrvise offender activities, entries and exits; maintain a safe—!
and supportive atmosphere; ensure offender compliance to
program rules and requircments. Document and log activities as
required. Perform drug testing as well as safety drills as assigned.
Monitor, secure and log offender medications. Conduct facility
and room checks in accordance with guidelines. Ms. Smith has
been cmployed as a house manager since 02/06/2013. She is
certified in both CPR and first aid. Iler previous experience has

Vicki Torrence
{Name}

Housc Manager
{Title)

Security
(Proposed Role/Function)

been as a house manager supervisor in a men transitional facility.
Supervise offender activities, entries and exits; maintain a safe
and supportive atmospherc; ensure offender compliance to
program rules and requirements. Document and log activities as
required. Perform drug testing as wcll as safety drills as assigned.
Monitor, secure and fog offender medications, Conduct Facility
and room checks in accordance with guidelines. Ms. Torrence
has been employed as a house manager since 05/26/2011, She is
certified in both CPR and first aid.  She is employed with the
Division of Family Support as a caseworker.

Debra Carruth

{(Name)

_ House Manager
{Title)

Security
{Proposed Role/Function)

Supcrvisc offender activities, entries and exits; maintain a safe
and supportive aimosphere; ensure offender compliance to
program rulcs and requircments. Document and log activities as
required. Perform drug testing as wcll as safety drills as assigned.
Monitor, secure and log offender medications. Conduct facility
and room checks in accordance with guidelines. Ms. Carruth has
been employed as a housc manager since 07/31/2013. She is
certified in both CPR and first aid. Her previous experience has
been as a security puard and custodian,

10,

Molly Price
{Name)
_ House Manager _
(Title)

Security
{Proposed RolefFunction)

Supervise offender activitics, entries and exits; maintain a safe
and supportive atmosphere; ensure offender compliance to r
program rutes and requirements. Document and log activities as
required. Perform drug testing as well as safety drills as assigned.
Monitor, secure and log offender medications. Conduct facifity
and room checks in accordance with guidelines. Ms. Price has
heen employed as a house manager since (03/19/2014. She is
certified in both CPR and first aid. Her previous experience has
been as a practicum: at Let’s Start program for female ex-
offenders.

_ Christina Jones
{Name)

_ Housc Manager
(Title)

Security
(Proposed Role/Function)

12, Sarah Gyorog
| (Name)

Andrea Woods
(Name)
—_House Manager _
(Title)

Security
{Proposed Role/Tunction)

| Supervise offender activities, entries and exits; maintain a safe

and supportive atmospherc; ensure offender compliance to
program rules and requirements. Documcnt and log activities as
required. Perform drug testing as well as safety drills as assigned.
Monitor, secure and log offender medications. Conduct facility
and room checks in accordance with guidelines. Ms. Jones has
been cmployed as a house manager since 7/25/13. She is certified
in both CPR and first aid. Her previous experience has been as

_a community support worker and health care provider.

Supervise offender activities, cntries and exits; maintain a safe
and supportive aimosphere; ensure offender compliance to
program rules and requirements. Document and log activities as
required. Perform drug testing as well as safety drilis as assigned.
Monitor, secure and log offender medications. Conduct facility
and room checks in accordance with guidelines. Ms. Woods has
been employed as a house manager since 8/5/2014. She is
certificd in both CPR and first aid.  She is employed with the
' Division of Family Support as a caseworker.

| Provide programming and guidance to other staff to deliver

services that are both restorative & promote cognitive and

| behavioral change. Sarah has a Master Degree in Dispute
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Director of_}ges_tngihﬁ_li’hrogran@_iggh " Resolution and a Bachelor of Science in Human Development |
. (Title) and Family Studics. She has eleven years of experience in the |
{ field of restorative justice and has been with the Center since
Restorative Justice Programming | 2009. |
(Proposed Role/Function) J !
I R |
13. ___ Carnie Coats Responsible for agency communications and outreach to !
(Name) community of donars, partners. and stakcholders, including via
Development Director | newsletters, annual report, social media, and special cvents, Also
(Title) [ coordinates volunteers for organization. Sheis a graduate of UC- |
Santa Cruz with a degree in feminist studies, and she was an [
Outreach and communications Americorps-Vista voluntecr. She has been with the Center since |
{Proposed RoleTunction) ( March 2014. (
4 =y T — —— — —J'__"__—_“__'______‘___—'—-__—_‘_
14, Barbara Baker Advocates for alternatives to incarceration, as well as for |
{(Name) legislation that will maximize the Center’s clients’ successes in
——Advocate Director transitioning into their communities and families following
(Title) incarceration, including legislation related to food stamps,
employment opportunities, and expungement of records. She has
Advocacy. been an advocate for female ex-offenders for aver fifteen years.
(Proposed Rale/Function) '
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EXHIBIT E
DESCRIPTIONS/QUALIFICATIONS OF POSITIONS

General Description:

The case manager position is responsible for assisting otfenders in the Schinner House facility with developing
and achieving the goals on their individual case management plans. The case manager works closely with the
employment/lifeskills specialist, the state agency parole officer, and the house manager supervisor to assure
successful delivery of services. The case manager maintains connections with community service providers
and links residents to those resources. This position reports 1o the residential facility director and supervises
no direct reports.

Reports to (job title): RESIDENTIAL FACILITY DIRECTOR

Job Duties:

Meet with cach new resident and work with her and the other staff to orient the offender and create a case
management plan; identify, link and monitor offenders in accessing services aimed at meeting their individual
needs, including medical, mental health, substance abuse treaiment, employment, and housing; build and
maintain collaborative relationships with other service providers in the community to help residents acoess
available resources; assure successful referrals to needed services; communicate regularly with community
partners; interact with residents individually and in groups to offer them supportive assistance and
programming; act as part of the case management team to support offenders in the reentry process; participate
in staffing and other meetings to monitor and promote resident success; record, document and track each
resident’s activities and progress toward goals; review and or complete other paperwork as needed; participate
in trainings and staff development apportunitics.

| Education Requirements:

of justice, social work, counseling, criminal justice or closely related field.

L S

| Experience Requirements:

Direct work expericnce with people in the criminal justice system, with women with addictions or with women
| with low income.
J Have demonstrated a responsible, [lexible, attitude with good problem solving and conflict management skills,

Experience building and maintaining partnerships that benefit program participants.

Must have a caring, compassionate and patient demeanor as well as the ability to set and maintain healthy
interpersonal boundarics.

Demonstrated ability to communicate effectively in writing and orally with a variety of people and work
collaboratively with others within the facility and in the community.

Fxpericnee submitting accurate and timely reporting as well as kecping accurate documentation.

Proficient in Microsoft Word and Excel.

Graduation from a four-year accredited college or university program required with @ major in adminisiration |
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EXHIBIT E (Cont.
UALIFICATIONS OF POSITIONS

Title: EMPLOYMENT/LIFE SKILES SPECIALIST
{Note. This position performs the role & finctions of the Life Skills Instructor ay titled in the RIFP)

General Description:

The employment/lifeskills specialist is responsible for assisting residents as they enhance their life skills and
employment opportunities by providing individual and group instruction and supportive activilics. Acts as part
of the facility’s case management tcam as well as with employers and others in the communify to assure the
successtul delivery of services. Maintains the facility’s computer [ab and clothing resources. Completes
documentation as required. This position reports to the residential facility director and supervises no direct
reports.

Reports to (job title): RESIDENTIAL FACILITY DIRECTOR

Job Duties:

Conducts life skills assessments upon intake for each new resident, and identifies and works with community
resources and institutions to provide quality life skills classes for all residents. Responsible for educating and
supporting residents, individually and in groups, to enhance life skills that will bencfit them in community
reentry, including budget and finance, current issues, dict, nutrition, interpersonal and family relationships,
housekeeping and shopping. Assist residents in job search and job readiness skills to gamn and maintain
employment, including developing partnerships with employers, employment services and other community
scrvice providers as well as operating the facility’s computer lab. Assists residents in improving computer
skills. Refers residents to GED classes as appropriate. Coordinates resident savings, monthly supplies, and
monthly food allowances. Act as part of the case management team to support offenders in their reentry
process, including development of resource materials, Monitors, documents and tracks each resident’s
activitics and progress toward goals; completes paperwork as needed; participates in trainings and staff
development opportunities.

1 J—

Education Requirements:

Bachelor in Science in social work, counseling, criminal justice administration, sociolegy, psychology or
closely related field preferred, but equivalent combination of education and skills gained through experience
will be considered. For those without a bachelor’s degree, two years of state agency approved related experience
may be substituted on a year to year basis for a maximum of two (2) years cducation.

Expericnee Recjuirements:
Direet work experience with people in the criminal justice system, with women with addictions, or those with
low income.

Have demonstrated a responsible, flexible, attitude, good problem solving and conflict management skills.
Experience building and maintaining partnerships that benefit program participants.

Must have a caring, compassionate and patient demeanor as well as the ability to set and maintain healthy
interpersonal boundaries. Demonstrated ability to communicate effectively with a variety of people and work
collaboratively with others, within the facility and in the community.

Expenience submitting accurate and timely reporting as well as keeping accurate documentation. Must have

basic computer knowledge, including proficiency with Microsoft Word and Excel, and sufficient internet
proficicncy to aid the clients in accessing online resources.
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EXHIBITE {Cont.)
. DESCRIPTIONS/QUALIFICATIONS OF POSFYIONS

[ General Description;
| Administers the operations, programs and staffing of the Schirmer House ¢ransitional facility in accordance [
{ with Center for Women in Transition and state agency expectations and goals. Responsible (o assure that all
activities, conditions and documentation meet contract compliance. This position reports to the executive
| director and supervises threc direct reports  the case manager, house manager supervisor, and the [
r employment/life skills specialist. {
f

t —

Job Duties: |
Build, manage, and motivaic a strong professional statf which is highly focused on delivering services that /
support successful offender reentry.  Assure adequate supervision of offender activities as well as delivery of |
program services by house manager tcam and casc management team; ensure compliance of program rules by
offenders, documentation of their accountability and follow-up as necessary to achieve compliance; facilitate
collaboration between Center and state agency staff members and promote coordination of services between |
the two cntities; coordinate all entries and exits; maintain a safe and supportive atmosphere through staff
supervision and training, implementation of adequate protocols and maintenance/surveillance of the facility;
. responsible for addressing offender complaints; maintain an cnvironment which supports recovery and relapse
. ‘ prevenlion through programming and delivery of drug/alcohol testing and ensuring that all related
| documentation {s maintained; accountable for all service documentation, periodic reporting, incidents, log
maintenance, sign-in sheets, client files, ete. as well as preparation for site visits; responsible for delivery of
| training and staff development.
( Education Requirements;
i Graduation from a [our-ycar accredited college or university with a major in business admimstration, criminal
. Justice administration, social work, psychology, sociology, counseling, or a closely related field preferred, but
} equivalent combination of education and skills acquired through experience will be considered.

|

J Experience Requirements:
At lcast two years experictice in combination of paid work, study, internship and/ or voluntecring, working with

| pcople in criminal justice system, with women with addictions, or those with low income.

| Must have demonstrated cxperience supervising people in a manner that promotes teamwork, stafl development

and delivery of high quality services.
| Ability to build partnerships and collaborate cffectively.
{ Demonstrates ability to manage operations, program and facility.

|

} High level of professionalism with strong verbal and writen communication skills and the ability to
communicate inclusively and respectfully with a diverse group of people.

!

J Proficient in Microsoft Word and Excel.

. .. |
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EXIHIBIT E (Cont.)
DESCRIPTIONS/QUALIFICATIONS OF POSITIONS

Title: HOUSE MANAGER SUPERVISOR

General Description;

The house manager supervisor is responsible tor performing the regular duties of the house manager position.
In addition, the supervisor is responsible for recruiting and supervising all house managers, developing and
maintaining monthly schedules and shift coverage, and assisting with training and staff development. This
position reports to the residential facility director and supervises the house manager positions.

Reports to (job title): RESIDENTIAL FACILITY PIRECTOR

Job Dauties:

Supervise offender activities, eniries and exits; maintain a safe and supportive almosphere; ensures offender
compliance to program rules and requirements. Documient and log activities and incidents as required. Perform
drug testing as well as safety drills as assighed. Monitor, secure and log offender medications. Conduct facility
and room checks in accordance with guidelines. Recruit for open house manager positions with resident facility
director, conduet interviews and make hiring recommendations; orient and train house managers, develop and
maintain monthly schedules and shift coverage; assist residential facility director in delivering and documenting
continuing education for housc managers; supervise house managers; meet/communicate regulatly with the
residential facility director regarding all aspects of this position; serve as the communication lizison between
residential facility director and house managers.

Educatisn Requirements:
A high school diploma or GED

Experience Requirements:

Must have two years of work experience, including military or self-employment. Previous expericnce in
sceurity sctting and experience working with offenders and /or at-risk population helpful but not required.
Supervisory expuerience preferred. '

Must have demonstrated experience in effective and respectful communication skills with people from a variety
of backgrounds.

Experience in conflict management skills,
Capacity to set and maintain healthy, appropriate boundarics,

Ability to work effectively both independently as well as in parinership with fellow staff members, other
professionals, program participants and the community.

Must be organized and demonstrate ability to follow through with dctails.

Requires basic computer, word processing and email usagce skills.
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EXHIBIT E (Cont,)
DESCRIPTIONS/QUALIFICATIONS OF POSITIONS

Title: HOUSE MANAGER
{Note: The positions of House Manager perform the same role & fumctions as the Security Personnel as titled
in the RFP)

—{

General Description:

Supports the Schirmer House team in the capacity of a 24-hour onsite presence that provides a safe and secure
residential environment for successful offender recntry.

Reports to (job title): HOUSE MANAGER SUPERVISOR
—— — -

Job Duties;

Maintain a safe facility by supervising all offender activities, eatries and exits; monitoring video surveillance
| equipment, walking the perimeter of the facility, monitoring residents and guests on the premises, conducting
| room searches within guidelines, and reporting situations of concern. Ensure offender compliance with
program rules and requirements and document and log activities, incidents, and violations as required. Perform
drug testing as well as safety drills as assigned. Document resident belongings at move in and move out.
Monitor, secure and log offender medications. Attend periodic house manager meetings and/or team mectings.
Perform other duties as assigned.

- Education Requirements:

High schoo] diploma or GED

_Exﬁri;meiequireaeng
Must have two years of work experience, including military or self-employment.

- e — —_—

Previous experience working with offenders and or at risk population helpful but not required.
Must have demonstrated communication skiils and good conflict management skills
Reliable, punctual, and able to document / log information accurately.

Willing to work with a diverse group of people respectfully and nonjudgementally.

L _ -
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EXHIBIT E (Cont.)
DESCRIPTIONS/QUALIFICATIONS OF POSITIONS

l
_Title: EXECUTIVE, DIRECTOR

General Description:

Responsibie for the overall performance of the Center, its programs and personnel. Administers operations,
initiates and impleraents strategic and financial planning for the organization, providing for a sustainable
organization to carry out the organization’s mission. Represents and promotes the Center in the community
and in a varicly of partncrships. Serves as a liaison between the board of directors and staff. The executive
director reports to the board of directors and supervises seven direct reports, including the residential facility
director, director of operations and finance and the restorative justice coordinator.

Reports to (job title): BOARD OF DIRECTORS

. Job Duties:

Secure the resources necessary to fulfill Center for Women in Transition’s mission and to implement the
organizalion’s strategic goals and objectives; direct planning, prioritization, implementation, and evaluation of
the development plan; maintain and enhance the organization’s positive reputation and image in the community
and sceks community support; cultivate financial and community support from individuals, corporations,
organizations, foundations and governmenta! entities; work with and report to the board of directors; build,
manage and motivate a strong professional staff which is highly focused on the Center for Women in
Transition’s mission; responsible for hiring, developing, managing and evaluating staff, maintain personnel
manual and updates the policies annually with board oversight and approval; provide professional development
opportunities; manage all opcrations including staff oversight, program development and implementation;
oversight of finances and compliance with all city, siate and federal regulations and grantor standards / policies;
work with the board 10 assure quality governance, risk prevention/control and strategic planning.

Education Requirements:
Graduation from an accredited 4-year college required, Master’s degree preferred. Equivalent combination of
education / experience will be considered.

. Experience Requirements:
A minimum of five years in a non-protit management role with demonstrated ability to administer a non-protit
organization and refatc to a wide variety of people in manner in accord with the Center’s restorative justice
philosophy.

Demonstrated capacity to build and maintain strong partnerships.

High level of skill in communicating well orally and in writing.

Proven ability 10 act strategically and lead others effectively.

Requires compuicr proficicncy as well as the ability to read financial reports, analyze, research and use

mformation,

R
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METHOD OF PERFORMANCE

The offeror should El_]‘t:,:f;]t_ﬁ written plan for performing the requireglalg specified in tl?h:igq:eg_fo}_f’;oposal. In
. presenting such information, the offeror should specifivally address cach of the following ssues:
1. Identify the total number of offenders proposing to serve.

t

The Center for Women in Transition shall provide and maintain “Schirmer IIouse™ as a transitional housing
facility, in the State of Missouri for the Department ot Corrections, Division of Probation and Parole (“state
agency”) for the purpose of providing short term transitional housing services for female offenders
(“offenders” or “restdents™) in accordance with the provisions herein and the requirements stated {n sections
2.).1 10 2.1.4 of the RFP.

The Center proposcs the maximum of slots to be purchased by the state agency shall be 30 and the minimum
mumber of slots shall be 26. There will be capaeity for overages up to a total of 34 slots. A transitional
housing slot shal! be defined as one bed for twenty-tour (24) hours each day of the contract period which
shall be reserved for the exclusive use of the state agency and which is actually utilized by an offender. For
new arrivals, the 24-hour period will begin at the time they arrive at the facility, and for all other residents,
the 24-hour period will be deemed to run from 5:00 p.mx. To 5:00 p.m.

The Center will serve all offenders referred 1o Schirmer House by the state agency, up to the maximum
number of housing slots available, including overage. Because length of stay shall vary, 1t is difficult to
project the total number served during the contract year, but based upon current operation of the Schirmer
House under contract C311102001, approximately 90 female offenders will be served during that period.

For all transitional housing facilities that are proposed and/or not yet operational, submit maps. layouts, and

The Center for Women in Transition’s Schirmer House is currently operational as a transitional housing
factlity for female offenders under contract C311102001 with the Missouri Department of Corrections. The
facility will remain Tully operational and thus rcady for implementation/scrvice provision on the start date of
the proposed contract, well within the length of time specified an the Pricing Page.

The Schirmer House transitional housing facility is located at 721-725 W. Schirmer, in the community
environment ol 'the Carondelet neighborhood of the city of St. Louis, Missouri. This is an appreved location
and meets the requirements of scehions 217.430 and 217.777, RSMo.

A map of the area (s attached, as well as a bus schedule for Metrobus Route #73, which is the bus service
within .25 miles from the facility, is included in the Documentation section of this proposal (1).

e e s s sl =L S e L S e

¢ Describe all of the offeror's proposed buildings and equipment to be utilized for services,

» Ildentify how the transitional housing facility will provide sleeping arrangements.

In the Documentation section of this proposal (E), the Center has provided the floor plan for the Schirmer
House facility, which is located at 721-725 Schirmer Street in St. Louis City. The building is designed with
twenty 2-bedroom apartments on two stories, all opening onto a center breezeway. Access to the facility
from the street is Limited to the south end of the breezeway. Seventeen of the twenty apartments shall be
utilized as residential units for offenders with the remaining three units utilized as office space, computer lab,
cormumen area, and visiting room. The five units on the first floor, west side of the building are ADAAG
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accessible, including all of the offices, the common areas, the visiting room, the computer lab and two
residential apartments (to accommodate up to four women). Security cameras are positioned at various
locations throughout the facility with monitoring capabilities in the security office, which is the first
apartment to the left from the street access.

Each residential apartment is fully furnished and is laid out in the same way with a living room, full kitchen,
bathroom and two bedrooms. Two female residents reside in cach apartment, each having their own separate,
locking bedroom where they will sleep. More detail on apartments, slecping arrangements, furnishings, cte.
is given below in section 7 of this Exlibit.

Justification for not including with the proposal.

e

4.1 Letter of approval of safe operation from apprapriate jurisdicticnal fire marshal for the current fiscal
year,

Please see attached Documentation ()

4.2 Copy_ of the most _recent {less than three vears old) local building code inspection or license
demoenstrating compliance, if the license requires an inspection.

Please sce attached Documentation {(G)

4.3 “Verification of Approved Zoning,” (Attachment #1) or an ofticial document from the local

jurisdiction documenting the transitional housing facility is not located in an unincorporated are of
the county or within a city where the zoning has been designated for single-family residency use or
occupancy

Please see attached Documentation (H)

44 Copy of the most recent financial audit.

Please see attached Documentation (C)

45. Submit proof of ADAAG compliance.

Please see attached Documentation (1)

Identify all daycare facilities or schools within 1000 feet, all public parks with playground cquipment and

The Schirmer House transitional housing facility is located at 721-725 W. Schirmer, in the communily
environment of the Carondelet neighborhood of the city of St. Louis, Missouri. This is an approved location
and mects the requirements of sections 217.430 and 217.777, RSMo.

The Center has verified with the City of St. Louils that the transitional housing facility is located in a zone
that is industrial and acceptable for operating a transitional housing facility for adult offenders. The Center
has provided the state agency with written verification of such from the Building and Zoning Department of
the City of St. Louis in the Documentation section of this proposal (11).

The Schirmer House location is ideally situated to meet the requircments of this proposal for transitional
housing for adult offenders. The Center has confirmed that the facility is ar Jeast 1,000 feet from all davcare
facilities or schools. One former school building is just outside the 1,000 foot range but was closed several
years ago dunng a consolidation process conducted by the St. Louis Public School system. No public parks
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with playground or public swimming pools are located within 500 feet of the Schirmer House transitional
housing facility,

addition. describe the pest and rodent control inspection and fumigation plan. Provide a_copy of the most
recent inspeclion.

The Center will comply with section 2.3.1 and 2.3.2 of the RFP.

The Center’s Schirmer House does and will continue 10 provide a clean, safe and healthy environment. The
transitional housing facility is in good repair, and includes proper screening for ventilation, with sufficient
window coverings 10 assure the privacy of cach resident. All painted surfaces are in good condition and all
areas and surfaces are kept free of undesirable odors. Chores for common arcas are shared among the
residents, and the Center’s Employment/Life Skills Specialist provides the residents with appropriate life
skills training to help the residents keep their living space clean and tidy, The Center has consistently passed
its site visits by the state agency under current and previous contracts for transitional housing at this facility.
Any necessary repairs or maintenance are addressed promptly in order to matntain the desired environment.

The Center has in place a pest and rodent control inspection and fumigation plan, including an agreement
with the landlord to provide the necessary pest and rodent conrol at least every thirty days. The Center
maintains a record of pest and rodent contro! inspections and service through its visiter log on which the
provider signs and dates when service has heen conducted on-sitc. This verification has been acceptable for
PIEVIOUS site visits by the state agency. A copy of the most recent pest control inspection/service report 1s
attached to this proposal in the Documentation section (7).

Describe the following within the transitional housing facility:

7.1 Sleeping arrangements
7.2 Furniture, furnishings and equipment

The Center will comply with sections 2.3.3, and 2.4.4 of the RFP.

The Center for Women in Transition's Schirmer FHouse transitional housing facility 1s desigmed to maxinuze
opportunities for female offenders to develop hife skills while they are residing in the facility, Female
offenders reside in apartments which are amply furnished with durable fumiture and equipment that 1s also
comtortable, safe, clean and in good repair. Apartments arc all laid out on a simnilar floor plan with the two
single bedrooms, a living room, kitchen and bathroom. EFach woman has her own single bedroom in a two-
bedroom apartment she shares with another resident. Each bedroom measures at least 10 feet x 10 fect,
allowing 100 square feet of contiguous floor space in the sleeping area.

Fach bedroom door locks, so essentially the resident’s whole room is lockable storage for securing personal
property with only that individual (not her roommate) having a key to her bedroom door. Each bedroom is
furnished with a queen or double bed, and a dresser measuring at least 30 inches wide and having at least 2
drawers. FEach bedroom also has a closet for the exclusive usc of that resident for hanging clathes, Closcts
widths arc well above the minimum width of 8 inches.

Iach bedroom is wcll ventilated with a heating/cooling system moving fresh air throughout the facility. Fach
bedroom also has openable, screened windows for additional ventilation.

The living room in cach apartment is furnished with living room furniture, such as sofa, loveseat, chair and
lables and a television. Most fumiture, inctuding beds and bed [rames, was updated in summer ot 2014, The
kitchen 1s [ully functional with sink, stove, dishwasher and refrigerator and also 1s furnished with a kitchen
tahle and two chairs for dining purposes. The Schirmer House staff regularly inspects the apartments and
furnishings to assure that they are acceptable and meet the requirements of the contract and, if a repair or
replacement is needed, that such takes place promptly.
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7.6

In an cffort 1o be fair, to hold individuals accountable, and to promote self-sufficiency, the Schirmer House
has the policy that, in the event an offender loses her apartment or bedroom key that was initially provided
free of charge, the Center may clect to charge the offender a reasonable replacement rale for a new lock or
key; which would not exceed the ¢ost for replacement,

The Cenier currently assigns residents to rooms bascd on Prison Rape Elimination Act (PREA) requirements
and as set forth in the REP, and will continue to do so.

73 Toilets, washbasins, and showers/shower bays/baths
The Center shall comply with scetion 2.3.5 of the RFP.

As described above, the female offenders at Schirmer House shall reside in apartments, each of which has
its own bathroom containing an opcrablc toiletl, operable washbasin, and a shower/tub. Two residents shall
share the one bathroom in their apartment.

Clean, filled and operational hand soap dispensers will be located at every sink or provided to each individual
resident. Linens are provided to each resident, including towels, but clean, filled and operational hang fowel
dispensers will be provided in cach bathroom if linens arc not available.

7.4 Laundry eguipment

The Center for Women in Transition shall comply with sections 2.3.6 of the RFP.

The Center has and will continue to provide laundry equipment — a minimum of two washers and two drvers
- for the exclusive use ol its residents. The Center also has one washer and dryer that is ADAAG aceessible.

7.5 Recreation
The Center will comply with section 2.3.7 of the REP.

The Center for Women in Transition promotes constructive usc of recreational time, and will provide a
varicty of free recreational activities located at the transitional housing facility. The Center does and will
continue 1o provide a minimum of three (3) different on-site recreational activitics from the activities. The
Center provides a common arca with board games, a color television with VCR/DVD, and cable, and a small
library. The Center also provides access to exercise cquipment. Finally, the Center also provides a scparale
television for cach commaon living arca. All reereational materials are and will be provided free of charge
and in a sufficient quantity to provide adequate reereation throughout all seasons.

The Center recognizes the importance of cngaging in positive, productive recreational activities which
promoie the residents’ creativity. sense of accomplishment, and recovery. Fer example, the Schirmer IHouse
has and will continue to grow a small library of books that residents can borrow. In addition, the Center
sceks opportunitics for residents 1o voluntarily participate in on-site activitfes, such as a quilting class, the
Perenmial Recreate project, or other arts and crafls projects. The Center has instituted a “client-of-the month™
program, which highlights the accomplishinents of one resident cach month. This has been well-received.
and siniilar incentive-driven programs will continue. The Center also encourages offenders to participate in
community activities and involvement, such as the St. Louis Public Library, YMCA, ete. The Center staft
shall post notices of community involvement opportunitics in common arcas of the facility and accommodate
participation by an individual on her schedule whenever possible.

The Center shall provide free access to one current daily newspaper per thirty residents or provide aceess to
one computer per ten offenders for joh searches.

Visiting area

The Center will comply with section 2.3.8 of the RFP.
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The Center provides and will continue to provide a separate visiting area room in Schirmer Housc where
visilation can occur without conflict of other group activities, recreation or programs, The visiting ares is
and will be in a room other than restrooms, sun decks, porches, halls and staff offices. The common ares
may also be available for visitation, but it may be uscd for visiting only during non-scheduled activities.

7.7 State agency office space

The Center will comply with section 2.3.10 of the RFP.

The Center currently provides a scparate furnished, functional, and fockable office for exclusive use of state
agency representatives. At a minimum, the Center shall provide an office within the transitional housing
facility with an eperational telephone, office fumiture and lockable storage which shall be accessed and
utilized solely by the state agency representatives for day-to-day activities and supervising of offenders while
at the transitional housing facility.

Describe the security policy, protocol and process.

The Center shall comply with section 2.6, 2.7, and 2.8 of the RFP.

The Center understands the importance of having in place a clear and comprehensive security policy, protocol
and process to ensure the sccurily of residents, staff members, and the community. The Schirmer House
transitional housing facility shall provide adequate security to assure that residents and the community feel
corufortable with precautions taken to reduce risk and liability and to increase public acceptance and support.

The Center shall ensure that both the features and systems of the structure are designed to prevent
unauthorized entries and exits. The security office is located at the main entry way to the facility, which
facilitates monitoring of entries and exits. Also, the Center has sceurity cameras installed in various locations
throughout the facility, which are continuously monitored by the security personnel on duty.

The Center will ensure that the sceurity is adequate to comply with all PREA requirements by the start date
of the new contract. The Center anticipates upgrading its security camera features to comply with PREA
requirements, but does not anticipate any other major changes to the security features and systems of the
transitional housing facility. The Center understands that if such changes arc to be made, they require prior
approval of the state agency.

The Center also agrees that it shall comply with the minimum security personnel staffing requirements set
forth in the REP. The Center has demonstrated and shall continue to demonstrate that it shall operate in
accordance with the security policy, protocol and process including in the Center's awarded proposal. (It
should be noted that at the Schirmer House, security personnel are titled “house managers™ and will be
referred to as such throughout this proposal.)

The Center's surveillance cameras provide an electronic means of verifying the Center’s house managers’
actlivity throughout the transitional housing facility at various key state agency approved locations. The
Center docs and shall continue to calibrate the clectronic equipment according to the manufacturer’s
specifications, The Center shall keep copies of all surveillance data/records for a minimum of six (6) months.
Any surveillance data/record relating to an incident shall be kept until release is authorized by the state
agency.

The Center shall notify the state agency of any alleged or suspected security breach by no later than the next
working day.

Describe procedures for meeting potential emergencies and disasters such as fires, natural disasters, and
emergencies relating to the offenders and personnel.

The Center will comply with section 2.7.2 of the RFP.
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The Center for Women in Transition maintains and shall continue to maintain procedures for meeting
potential emergencies and disasters such as fircs, natural disasters, and emergencies relating to the offenders
and personnel. These procedures are included in the Schirmer House Standard Operating Procedures
included in the Documentation section of this proposal {(K}. All new personnel receive CPR and First Aid
training, and all personnel maintain current certifications.

The Center will continue to maintain and equip the Schirmer House transttional housing facility’s
environment to ensure the health, safcty and comfort of the residents. The Center shall continue to ensure
that the physical health and safety features of the environment conform to the requirements of the local, state,
and federal autherities having jurisdiction. The transitional housing facility shall continue to provide
residents with reasonable protection against the danger of fire and smoke, carbon monoxide, injury
attributable to the environment, electrical hazard, and the spread of disease and infection:

The Center has and shall continue to maintain all cquipment and appliances in good operating order.

¢ The Center shall provide carbon monoxide alarms that are digital 120V with battery backup. Use of
the alarms must follow the manufacturer’s recommendations and shall provide for seventy (70}
decibels at pillow level for each resident.

¢ Al emergency equipment shall be fully equipped, operational and have current inspections. The
Center shall have emergency equipment inspected on a quarterly basis, with the exclusion of fire
extinguishers, which shall be inspected not less than annually. The Center shall keep a log of each
inspection to include, date of inspection, who completed the inspection and any noted problems.
Emergency equipment shall be defined as including fire extinguishers, first aid kits, CPR kits, efc.
Verification of inspection of the emergency equipment with the exclusion of the fire extinguishers
shall be kept on a separate log {or review by state agency stafl upon request.

¢ The Center shall abide by and have proof of compliance with local, state and/or federal building,
zoning, {ire, safety and health codes for the current year prior to acceptance of any offenders. The
Center has worked with the various inspectors to assure inspections arc current and has and will
continue to maintain records of such. Such records shall be available to the state agency at all times
and upon request.

e The Center does maintain and will continue to maintain in its Standard Operating Procedures, and
operates in accordance with, written plans and written procedures for mecting potential emergencies
and disasters, including but not limited to:

Attempied suicide

Bomb threats

Carbon monoxide poisoning
Collection and control of suspected illegal contraband
Death

Earthquakes

Fires

Flooding

Hzazardous material/chemical spill
Hostage situation and Riot disorder
Medical cmcrgency

Tornados

¢ Escape route plans for fire/fire drills as well as sheller routes for tornado/tornado drills are posted
and arc color identified, indicating direction of traffic flow and posted separately near exits and all
movement points within the transitional housing facility, Turther, the written plans specify the
central mecting location following evacuations as well as the Center’s personnel who shall be
responsible for assuring total transitional housing facility evacuation has eccurred.

¢ During periods of high occupancy and to evaluate the effectiveness of written polices and written
procedures for potential emergencics and disasters, the Center conducts, at a minimum, one (1) fire
drilf and one (1) tormado drill monthly. A record of the effectiveness of the fire drills and emergency
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10.

11l.

drills has been and shall continue to be recarded on the Monthly Fire/Tornado Drill {Attachment #3).
Since it opened in April 2008, the Center’s Schirmer House has conducted the required fire and
tormado drills and has experience with assuring that the process runs smoothly and 15 recorded
correctly,

¢  Additionally, an abnual emergency drill for potential emergencies or disasters, other than the tornado
drill and fire drill, will be conducted and documented in oversight meeting minutes. No drills will
be conducted between the hours of midnight to 5:00 a.m. without advance written approval of the
state agency.

Provide a detailed description how room checks will he conducted within the transitional housing facility to
ensure the safety of offenders and the integrity of programming.

Room checks will be conducted within the Schirmer EHouse iransitional housing facility to ensure the safcty
ofresidents and the integrity of programuming. The Center has in place a protoce! for conducting both targeted
and random room checks. This is part of the Schirmer House Standard Operating Procedures included inthe
Documentation section of this proposal (K). The purpose of room checks is to identify and confiscate any
prohibited items, monitor the cleanliness of the apartments, and note any maintenance/repair concerns.
Prohibited items include those that may pose a danger to the resident or others (i.e. weapons) and medications
{which shall he stored in a centralized, secure location). Any notable lapse in cleanliness will be reported to
the employment/life skills specialist for follow-up training. Any notably clean apartments will receive
recognition by the employment/life skills specialist and/or the residential facility director. The staff member
conducting the search shall also report any needed repairs or maintenarnce situations o the residential facility
director.

I{ the resident{s) is at the facility when a room check is conducicd, she/they shall wait in the common area of
the facility until the check is complete, The results of the check shall be shared with her/them by the
residential facility director and include a plan for improvement or consegquences as appropriate.  Staff
membuers shall be thorough in the check, observe all safety guidelines, turn in confiscated items tmmediately,
and log the check in the log hook.

Identify the plan for accountability of offenders.

The Center will comply with section 2.9.1 of the RFP.

The Center has and will continue to provide a plan for accountability of offenders. Accountability is defined
as knowledge of the offenders’ whercabouts and activities while scheduled out for pass or employment.

The Center has and will continue 10 abide by the policies and procedures of the sfate agency relating to
absconders and the state agency command center. The Center will advise the state agency, and the offender’s
Probation and Parole officer/supervisor as requested by the state agency, of any leave without authorization
ar any late return, if three (3) hours has elapsed from the noted absence or estimated time of return for
Dangerous Felons and Sex Offenders and twelve (12) hours for all other affenders. The state agency will
provide the Center with a list of offenders classified as Dangerous Felons and Sex Offenders. The Center
shall complete the warrant checklist (Attachment #4) prior to contacting the state agency command center.

The Center has and will continue to advise the state agency of all entries, exits and violations on a daily basis
at times determined by the state agency.

Provide a copv of the house rules/resident handbaook.

The Center will comply with section 2.9.4 of the RFP.

The Center for Women in Transition has in place a Resident Handbook which defines in writing the rules
regarding the conduct and discipline of residents. A copy of this handbook is included in the Documentation
scction of this proposal (L), The house rules are published in the Center's Resident Handbook, which will
be reviewed annually in concert with the state ageney, The Handbook has and will continue to have a visible
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inceptions/revision date. The Center will post house ules in activity arcas and in the Resident Handbook.
The Center will also assure that residents with a disability that inhibits their understanding of written house
rules ar¢ provided with an alternative means of understanding them (c.g., verbal review).

The description of house rules mcludes a list of infractions, their definitions and potential sanctions. The
housc rules outline who will impose sanctions and the process 1o be followed by the Center to cnsure the
rules are enforced fairly and that discipline imposed is appropriate and impartial. In keeping with the Center’s
restorative principles of individual accountability and inclusive communication and decision-making,
whencver feasible, the Center shall involve the resident in the discipline/sanction process. This participatory
proccess also promotes the resident's positive cognitive change and increascd accountability.

The Center agrees and understands that the state agency shall have review and approval authority of the house
rules and any changes or modifications thereto, prior 1o issuance to the residents. The state agency will
respond in writing within thirty (30) working days of receipt of the proposed rule changes. The Center'’s
house rules have been and will continue to be developed to work in concert with the state agency, cmbracing
the rcentry process, and shall assist in assuring the residents have optimal opportunitics to reintegrate into
society successiully,

The Schirmer House rules tnclude a description of items residents arc allowed to bring into the iransitional
housing facility. In accordance with the Center’s written house rules governing the appropriateness of
decorative display, residents arc allowed to keep and display personal belongings and to add personal items
to the decoration of their living area.

The house rules establish procedures to ensure that the use and location of noise producing equipment does
not unduly mnterfere with the activities or rights of other residents. The house rules include the hours during
which such items may be in operation. The Center has also established housc rules specific to censored
materials, Materials include, but are not necessarily limiled to books, clothing and posters.  Censored
materials shall include but not pecessarily be limited to:

»  Material that promotes violence, disorder or the violation of state or federal law;

*  Material that is 5o racially inflammatory as to be reasonably likely to cause violence;

= Material that contains information that can be used to instill violeuce or hatred among the
offender residents;

= Material that contains information on the design, construction, use or purchasing of any item
which could endanger others or security of the transitional housing tacility;

* Matenal that portrays what appears to be illegal drugs or substances;

= Material that portrays or describes recipes or processes for brewing alcoholic beverages or
manufacturing drugs;

= Maternial that encourages or instructs in the commission of criminal activity;

*  Personal photographs which exhibit nudity; and

= Material that depicts, describes or encourages activitics which may lead to the usc of physical
violence or group disruption

Residents shail not be allowed to subscribe, purchase, receive or possess publications, videos, pictures or any
other items, which promote violence, disorder or the viclation of any state or federal law, ot any pornographic
material, With prior approval of the state agency, the Center may place liritations on the offender’s personal
possessions. However, pursuant to house rules, restdents shall be allowed to provide their own personal
electronies, books and magarzines.

Identify the process for resolving complaints and grievances relating to the transitional housing facility.

The Center will comply with section 2.9.5 of the RFP.

The Center for Women in Transition strives 1o assure that cvery resident’s time in the program is positive
and productive. The Center also recognizes that af 1imes compiaints or gricvances may arise. The Center
values the ability of an individual to effectively voice a complaint and seek to resolve issues in an acceptable,
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meaningtul manner. This is a skill that would benefit the resident in her successtul reentry process. The
Center has in place and shalf continue to make available to residents a complaint/grievance process.

The Center cncourages residents to strive to resolve their complaints informally whenever possible without
pursuing a formal process. The Center will have readily available a standardized complaint form (Attachment
#5) tor resident use. The Center will also maintain a complaint log that identifies the offender name,
Department of Corrections (DOC) number, the complaint and the resolusion,

The Center shall address all complaints within five (5) calendar days. A copy shall be sybmiticd to the state
agency and a copy placed in the offender file. The Center will address complaints involving discrimination,
sexual miscondyct or threats ot physical abuse within twenty four (24) hours. The Center shall notify the
state agency by telcphong upon receiving the complaint and work in concerl with the state agency to resolve
the issue.

The Center will submit complaints against the state agency Probation and Parole officer to the state agency
Probation and Parole officer’s supervisor. The Center shall refer complaints regarding parole board decisions

to the slate agency.

Describe the following offender services:

14.1  Oricntation
The Center will cemply with section 2.10.2 of the RFP,

The Center shall ensure that each new offender, upon arrival, is welcomned and receives an orientation to the
transitional  housing facility, the rules and regulations, program expectations, healthcare, financial
procedures, and shall advise the offender of the name of the case manager and parole officer assigned to them
on the day of their admission. The orientation shall be conducted by a member of the Center’s personnel at
the Schirmer House, preferably by the offender’s case manager.

The Center shall provide each new resident with a full explanation of all disciplinary procedures and
canseguences, and shall review the house rules specific to censored materials. The orientation will include
showing new residents the locations of the laundry service, fire and emergency exit routcs, assembly area,
recreation area, equipment location and regulations and procedures governing such. All new residents will
be provided with a welcome packet of a fifteen day supply of free basic toiletry items such as soap, toothpaste,
razot, etc, New residents will also be provided with all meals tor the first three days.

The Center shal| provide new residents with addresses of medical, dental, mental health, and emergency care
facilities, and addresses for these facilities shall also be posted in all common areas. The Center shall advise
residents that all medical carc shall be at their cxpense.

The Center shall ensure all new residents sign a Disposition and Release of Personal Property and Monics
(Attachment #6) and a Release of Information (Attachment #7) during intake, and shall provide
documentation on the orientation checklist that such was completed. If the resident refuses to sign the
Releasc of Information, the Center shall notify the state agency immediately.

The Center shall conduct an initial inventory of thc new resident’s personal possessions at the time of
oricntation. The Center shall advise the resident that she is responsible for reporting any change in the
personal inventory to the Center and that such chunge shall be noted on the property inventory log
(Attachment #8). The resident and the Center’s personnel who provided the orientation shall sign a
venfication of completed orientation and acknowledgement of house rutes. The Center must use the Intake
Confimation {Attachnent #8) as the verification document and shall maintain it in the resident’s file.

142 Personal property

'The Center will comply with scction 2.10.3 of the REP.
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The Center witl keep personal property for a period of thirty (30) calendar days after a resident leaves the
facility, and may dispose of the property thereafter if it is not retrieved by the resident or her designee
identified on the Disposition and Release of Personal Property and Monies form. The Center will place any
personal property left by a resident in a secure lacation. ‘There is locked storage available in the basement of
the tacility that may be used for this purpose.

The Center will make every attempt to locate designees listed on the offender’s Disposition and Release of
Personal Property and Monies form, documenting all attempts in the offender file, within that thirty (30)
calendar days. In the instances of discharge, absconders or otfenders failing to return to the transitional
housing facility, decisions relating to the return of property will be made in concert with the state agency
representative.

143 Linen and laundry services

The Center will comply with section 2.10.4 of the RFP.

The Center will provide ¢lean linens to each new resident upon arrival at the transitional housing facility.
Linens shall consist of one (1) pillowcase, two (2) sheets, one (1) blanket, two (2) bath towels, and two (2)
washcloths.

The Center will also provide laundry equipment free of charge to all residents, and laundry supplies {soap
and detergents) free of charge for those residents not yet employed or unemployable. At the discretion of the
Center, the Center may require employed residents to purchase their own laundry supplies. The Center’s
staftf will provide the education, when needed, to residents on how to use the laundry services.

The Center shall maintain a written laundry schedule that ensures that cach resident’s linens are washed on
a weekly basis, and the Center will enforce the schedule. Laundry guidelines will be included in the Center’s
resident handbook and posted in centrally located arcas for the residents” review,

144 Food service
The Center will comply with section 2.10.5 of the RFP.

The Center recognizes that good nutrilion and cating habits support the success{ul reintegration of offenders
because they contribute to overall health and well-being. The Center shall provide personnel, namely the
cployment/lifeskills specialist, and curriculum to assist offenders with the necessary skills and techniques
to develop menus and prepare nutritional meals within a budget. The Center has developed a partnership for
the provision of nutrition education, winch has been very popular with the residents. The Center will continue
ta develop its own curriculum and its partnerships to maximize its nutrition education,

The Center shall provide all meals to new residents for the first three (3) calendar days of residence or until
such time as the resident has been provided an allowance to shop for food. The Center wil! support the
maximization of cach resident’s food allowance by reviewing and approving all menus, grocery lists and/or
grocery receipts prepared by the resident, and will spot check menus and grocery lists at least once every two
(2) weeks, The employment/lifeskills specialist shall make available suggested menus, featured buys at the
local grocery store and/or recipe ideas. Mcnu plans shall include at least the minimum adult level of caloric
intake and muritional levels of the basic food groups as recommend by the United States Department of
Agriculture. Residents will shop to obtain groceries in accordance with the approved grocery list; however,
the Center shall have a system in placc to pay for the groceries in accordance with Food Allowance
Calculation Form and Food Allowance Chart (Attachment #10).

145 Vigitation

The Center will comply with section 2,10.6 of the RFP.
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The Center understands that strengthening each resident’s personal support system is a key aspect of
successful reintegration into her community. One method to promote the enhancement of those personal
relationships for the residents is ro provide for visitation opportunities at Schirmer House. The Center has in
place a visitation room and visitation procedures that offer visitation opportunities for its residents.

The Center will continue to post the visiting hours schedule in an area accessible to residents and visitors,
which shall include a minimum of six (6) hours per week. The schedule shall be documented in the house
rules. Visitation relating 1o sex offenders shall be allowed in accordance with state agency policies and
procedures made available upon contract award.

14.6  Drup testing and breath analvsis

The Center will comply with section 2.10.7 of the RFP.

The Center strives to maintain an environmeni at the Schirmer House which supports recovery and minimizes
relapse. One part of that effort is for the Center (0 conduct drug testing (urine specimen) and breath analysis
in accordarnce with the following:

Each calendar month, the Center shall conduct random drug testing equal in number 1o thirty percent (30%)
of the contracted trapsitional housing slots. The Center will also conduct drug testing on any oftender based
on syspicion of use, late return from pass time (or, 1f applicable, employment), and at the request of the state
agency. All initial drug tests will be performed at no cost to the offender; however, if the offender requests
confirmation of a positive drug test result, the confirmaation test shall be at the oftender” expense.

The Center will maintain Drug Testing Logs (Atiachment #11), which affirm that drug testing was completed
as required. The date the drug test was taken, the date the results were received, and positive or negative
results shall be documented by the Center’s case manager and placed in the offender’s file.

The Center will utilize a laboratory or on-site testing that will test for amphetamines, barbiturates,
benzodiazepines, cocaine, marijuana, opiates, and PCP, Each time a drug test is performed, an alteration test
for masking and dilution must be conducted, The Center will also have procedures in place that addresses
the eollection, control, and testing of offender urine specimens.

The Center also has capabilitics for administering “Alco-sensor breathalyzers,” and documents the results of
use for offenders suspected of aleohol intake in the offender’s file. The "breathalyzers" are calibrated in
accordance with manufacturer specifications or at least one time per year, whichever is greater, and the Center
documents verificatian of calibration.

The Center’s personnel arc appropriately trainced to administer breathalyzers on offenders that are returning
to the transitional housing facility at least once daily by entering the reading of the Breathalyzer on the sign
invsign out log. The Ceater does conduct, and will continue to conduct, breathalyzers on each offender
returning late from an authorized pass or retuming late from an unauthorized exit (or, if applicable
employment). The Center shall document the reading of the Breathalyzer on the sign in/sign out log
(Attachment #12).

The Center will conduct a second test for confirmation on positive breathalyzers after waiting fifteen (135)
minutes but no later than thinty (30) minuies. During this time the offender should not be allowed 1o smoke
or ingest anything by mouth.

14.7  Sign-out

The Center will comply with section 2.10.8 of the RFP.

The Center supports each resident’s activitics that she pursues to achieve successful reintegration inio the

community. The Center understands that those activitics take the residents out of the facility. The Center,
therefore, has cstablished daily sign-in and sign-out procedures for all times the residents will be absent from
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the transitional housing facility which will include employment and job sceking, medical appointments, and
other legitimate purposes (attending support groups, picking up clothing, obiaining identification, attending
court, ¢lc.). All exits and entries will be documented on a form (Attachment #12).

14.8  Free time/pass procedures
The Center will comply with section 2.10.9 of the REP.

The Center recognizes that one aspect of successful reintegration relates to the positive, productive use of
free time by the resident. The Center has established [ree time and pass time procedures utilizing guidelines
listed for offenders within the program, and will continue to grant requests for passes in accordance with
those guidelines. All requests for passes must be approved in advance by the state agency, and the Center
will document all pass approvals on Attachment #13 to the RFP.

The Center does and will provide constructive activities for those residents who remain at the Schirmer House
transitional housing facility on Thanksgiving and Christmas. The Center makes every attempt to make the
holidays a special time for residents who stay at the facility, by providing special meals, small gifi bags
(usually donated from the comnunity), and activities. For residents eligible for pass time on Thanksgiving
and Christmas, an additional 24 hour pass may be granted and may include an additional night of abscnce
from the Schirmer House.

149  Health care
The Center will comply with section 2.10.10 of the RFP.

The Center has and will continue to provide and maintain a [isting of hospitals, clinics or physicians who can
provide medical care and emergency services, This information will be included in the Center’s resident
handbook and posted in centrally located arcas. While the Center will assist in locating providers, residents
are responsible for all health care expenses.

Regarding resident medications, the state ageney has provided the Center with a secure medication cabinet
to store ail Schedule Il medicatons. The Center has located that cabinet in a secure environment in the
security office, and only the Center can provide access to the cabinet for the offender.

The Center has in place and shali continue to utilize its system allowing the residents to access their individual
medication(s}. The Center will provide a paper log sheet/system tor each resident 1o record their medication
administration. The log will include, at minimum, the information on Attachmeni #14. 1n the presence of
the Center’s personnel, residents shall be responsible for all inventory and log entries, and the Center’s
personnel will verify the residents’ log entrics by initialing said entries. The Center shall review the log
entrics daily and notify the state agency by telephone, e-mail or fax if medications are not taken as prescribed
within one (1} working day. If the medication is not taken as preseribed and could result it serfous harm to
self or others, the state agency shall be notified within cight (8) hours, Written notification shall be provided
to the statc agency of any offender refusing or failing to take medication as prescribed. Notitication shall
include a violation or ncident report with the offender name, nuntber, date and time of the occurrence, and
the name of the medication that the offcader refused or failed to take.

The Center shall report an offender’s critical illness or death to the state agency within one (1) hour.

14.10  Life skills instruction

The Center will comply with section 2.10.11 of the RFP.

The Center has in place an Employment/Life Skills Specialist (titled Life Skills Instrucior in the RFP) who
engages in a variety of activitics to instruct and assist residents with skills that would benefit them in
community reentry. The Center's Life Skills curriculum includes groups that provide education in a variety
of formats including but not limited {o guest speakers, pamphlets, vidcos and sharing information in a group
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forum. The Employment/Life Skills Specialist also oversecs the computer lab, where residents may work on
creating resumes and scarching for jobs. The employment/life skills specialist has put in place a strong
employment readiness curriculum, and makes use of community partners with employment expertise, when
appropriate. The residents of Schirmer House have achieved very high rates of employment (up to 8§1% of
residents capable of working), as a resuft of this programming. The Employment/Life Skills Specialist has
also created fun activities for improving life skills, such as a “best pantry™ contest.

The Center will ensure that Life Skills topics minimally include the following:
1) Budget and finances
2) Cuwrent issues concerning offenders in the transitional housing facility
3) Diet and nutrition
4y Food preparation and storage
5) Interpersonal relationships
6) Meal planning
7y Parcnting skills, family ceunification
8) Recipe sharing and menus
¥) Sanitization and cleaning
10}Shopping

The Center does and will continue to provide a minimum of two (2) hours of life skills instruction per week
for each resident. If deemcd necessary by the state agency and the Center’s employment/life skills specialist,
that position shall provide one-on-one guidance and assistance for residents.

The employment/lifc skills specialist is and will be available at varying times to accommodate the work
schedule of residents, including a minimum of one evening per month until 8:00 p.m. The state agency and
the Center shall mutually agree to the times and number of evenings required. The Center shall not hold
residents from work or other commmitments relating to community reintegration to mect with the
employment/life skills specialist unless such has been approved by the state agency.

The Center will document participation in Life Skills instruction and include the participation documentation
in the resident’s file. The employment/life skills specialist shall document data and services in Outcome

Tracker, the electronic database used by the Center, as well as in hard copy as directed.

14.11 Case management

The Center will comply with section 2.10.12 of the RFP.

The Center tor Women in Transition bases its approach to scrvices on the premisc that intensive case
management services are vital to successful reentry for the female offenders in its programs. The Center,
therefore, provides case management for cach offender. The Center’s case manager acts as a part of the case
management tcam and works in concert with the state agency to support the offenders in the reentry process.
The state agency’s Probation and Parole officer shall be the team leader and work collaboratively with the
Center’s personnel to assist each offender in achieving her individual goals toward reintcgration in the
community.

The Center’s case manager will assist offenders with applying for Medicaid/ SSI and other benefits when
applicable, and obtaining TD documents as needed. The Center’s case manager will also monitor offenders”
participation in programs as outlined by the state agency. This may include monitoring appoiniments to
ensure the offender is attending as required, or establishing contacts and appointments with resources in the
COMUMuIty.

The case manager will meet with new residents within two (2) working days of their arrival. The Center’s
casc manager will be available at varying times to accommodate the work schedule of the offenders, including
a minimum of onc¢ evening per month until 8:00 p.m. The statec agency and the Center shall mutually agree
to the times and number of evenings required. The Center shall not hold oftenders from work or other
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commitments relating to community reintegration to meet with the Center’s case manager unless such has
been approved by the state agency.

The Center has developed and shall continue to utilize a network of service providers to provide needed
services 1o assist offenders and tamily members/significant others in successful reentry. The Center shall
utilize thc cxisting community partners as part of the nctwork and will wtilize those service
providers/community partners/programs available without cost o the extent possible. The Center will take
into consideration the needs of the offender, including but not limited to medical and mental health needs,
transportation necds, and financial abilities when making referrals, Because there may be services/activities
required that would not be adequately addressed through the existing community partaers, the Center shall
also include additional service providers in its network.

The Center’s case manager will maintain legible case management notes in the offenders’ files, which shall
reflect, but not be limited to, those aclivitics described above. The case manager shall document data and
services in Outcome Tracker, the electronic database used by the Center, as well as in hard copy as directed.

The Center will maintain current listings of community treatment resources that are available for review at
the request of the state agency.

14.12  Job development and maintenance

The Center recognizes that employment is key to successful reentry for ex-offenders. With specific
exceptions, the Center expects participants in Center programs to seck, obtain, and maintain employment.
To assist them in that effort, the Center provides for the development and identification of potential
employment opportunities for its residents, taking into consideration cach person’s background, experience,
training, and feasibility of sccuring employment. The employment/life skills specialist conducts an intake
interview with each resident to deterniine that woman’s skills and abilities, and then works with each offender
on developing a resume and searching for jobs. The Center facilitates on-line job scarching through the
Schirmer House computer lab and job searching in the communily. Residents may also be referred to
community agencies that provide cmployment assistance to ex-offenders.  As stated above, the Center’s
Schirmer House residents have achieved very impressive employment numbers  over 80% of employable
women were employed in one month recently,

Arrangements for interviews, transportation and personal introductions may be included. When a resident
becomes employed, the Center provides employment casc management and monitoring, which may include
visits to the employment site. The Center will record job development and monitoring in the resident’s file,
The Center will provide access to suitable clothing for job searching to assist the resident with securing
employment.

If employable, all residents will be required to actively engage in job search activities to sccure employment
and continue with assigned reentry activities, The Center will encourage residents to obtain and maintain the
best possible employment suitable to her individual needs and circumstances to ensure successful community
reentry.

The Center has developed and shall continue to cxpand partnerships with organizations and employers in the
community that may assist the offender with employment opportunities. See section 28 of this Exhibit for
addinional details.

14.13  Savings

The Center will comply with section 2.10.14 of the RFP.

All Schirmer House residents are required to save a minimum of 30% of their gross income in a transitional
housing facility savings account, and residents receiving social security benefits or who are selfemployed

are required to save a minimum of 30% of their income. The savings will be held in a Center bank account,
and will be released by the Center to the resident upon successful completion of programming unless the
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resident is transferring to another transitional facility. If the resident transfers to another transitional facility,
then the Center will rclease the savings to the receiving facility and the resident.

'The Center shall aim to collect the savings from the resident as soon as possible, prefcrably on the date the
resident is paid, but with the understanding that the resident’s work schedule and Center personnel schedules
may impact this collection, The Cenler will prepare a receipt that will be signed by the resident and the
Center’s staff. A copy of the receipt will be given to the resident, and a copy will be retained by the Center.

Savings collections may be reduced or waived for any given pay period, with prior written approval from the
state agency. In individual instances, the reduction or waiver, with justification using the Reduction/Waiver
of Savings form (Attachment #15), shall be sighed by the state agency and mwst be included in the resident’s
file. In instances where continued legal obligations such as child support are required, one (1) waiver may be
completed which shall remain in effect for the oftfender’s entire residency. The obligation shall be clearly
detailed on the waiver and shall be signed by the state agency.

Regardless of the savings account balance, waivers or reductions of savings may aoccur to ensure the resident
has at least fifteen dollars (S13) per week for transportation, clothing, shoes, cte., relating to employment.
Withdrawals from savings may occur with prior approval of the state agency as attested by signature on a
Request for Savings Withdrawal (Attachment #16).

Each resident is respansible for reporting all earnings to the Center. The Center obtains verification for
receipt of all income, from employment, Social Security Income, and/or Social Security Disability Insurance
from the resident and include such in the resident’s file. The Center maintains documentation in a state
agency approved format that details income, savings deposits and withdrawals (if any) and dates of
transactions.

The Center has instituted and shall continue to implement procedures to collect mandatory savings which
include actual-practice evidence of the hank reconciliation to the Center’s individual ledger accounts of cach
resident with documentation of all adjustments. This requirement wilt become a part of the state agency’s
[inancial audit.

Identify the plan for transportation to meet the necds of the offenders.

The Center will comply with section 2.11 of the RFP.

The Center for Women in Transition recognizes the importance of access to transportation as a component
of successtul reentry in the comnnity. The Center will ensure viable transportation exists to meet offender
needs in job scarch, employment, community resource appuintments and other areas that would allow for
successful community reintegration.

The Center's Schirmer House transitional housing facility is located within 1/4 mile of a bus stop for the
Metrobus. The Center will make this schedule readily available by placing it in the Center’s Resident
Handbook and posting in a centrally located area. 1he Schirmer House statf shall also assist offenders as
needed in reading schedules and/or accessing them on-line to facilitate transportation.

The Center will make every effort to secure funds to provide the residents with bus passes or other
transportation 1o mandatory appointments and job scarches, until such time the offender is receiving income.

Offender Driving Privileges- Residents may be allowed to drive while residing at the transitional housing
tacilily to cmployment and approved appointments, with advanced written approval of the state agency. The
Center oflers free parking to its residents in a lot next to Schirmer House, and there is also ample on-strect
parking.

An offender must submit a request to the stale agency to operate a motor vehicle (Attachment #17). The
following criteria must be met prior Lo the granting of the request:
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1} Proof of current license and insurance, Offenders with current driver’s licenses must have the licenses
renewed to prevent expiration

2) Proof of responsible behavior as demonstraied by the offender and file documentation

3) Review of traffic record by the statc agency

4) Copies of a valid driver’s license/chautfeur’s license (both sides), insurance face sheet and vehicle
registration attached to the request

5) The offender must agree that his‘her license and any keys must be surrendered to the Center upon return
to the transitional housing facility at the ¢nd of each day

6) The offender has been advised that any infraction may result in the foss of driving privileges

Offenders may take the driver examination test while a resident of the transitional housing facility.

docs not anticipate providing transportation of offenders. It is understood that if this does become the case,
the Center shall comply with all contractual requirements for doing so.

1escribe plans for recruiting and retaining a diverse statt.
The Center will comply with section 2.12 of the RFP.

The Center for Women in Transition recruits and hires according to its equal employmen! opportunity plan
as stated in the Personne]l Manual (sec Documentation section M), The Center strives to recruit the most
highly-qualified candidates for all positions while aiming to maintain a diverse staff. Openings are posted
internally, on the organization’s website, through local college and university placement otfices/sites, and
paid listings with entities such as STLToday, the St. Louis Amcrican and The Rome Group. The Center has
in place policies for staff development and code of conduct which are aimed to encourage an environment of
high staff retention.

Submit a personnel plan for ¢ach transitional housing facility. The personnel plan should list the various
positions propased and the number of personnel proposed for each of the positions. The offeror should also
provide job descriptions, Exhibit E, for each of the proposed positions. The job descriptions shall be tailored
for_uniform usage throughout all transitional housing facilitics and shall reflect lines of authority and
reporting Tevels consistent with the provisions stated Exhibit H, Individual Personnel Percentage of Work
Time. (For purposes of this document, a Full Time Equivalent Emplovee (FTE) is equal 1o 2080 annual on-

site work hours.)

The Center will comply with section 2,12 of the R¥P,

The Center for Women in Transition has a clear personnel plan for the Schirmer House transitional facility.
Job descriptions tor all positions are included in Exhibit E of this proposal as well as percentages of work
time for each position in Exhibit H. The Schirmer House facility shall be supervised by a full time residential
facility director, who supervises the full-time case manager, the full-time employment/life skills specialist,
and the full-time house manager supervisor, The house manager supervisor supervises the full and part-time
house manager positions, whe provide the 24-hour security function. The executive director has overall
responsibility for the delivery of contract services and the residential facility director reports to the executive
director. General support for all Center programming, including Schirmer Iouse, is provided by the Director
of Restorative Progranuning, the Advocate Director, the Developmemnt Dircctor, and the accounting firm of
Davis Assaciates. All of these positions report to the Exceutive Director, and they do not supervise any other
positions that arc included in this contract. A visual depiction of the lines of authonty is included in the
Organizational Chart in the Documentation section of this pruposal (A},

Describe personnel policies and procedures for the transitional housing facility,

The Center will comply with scetion 2.12 of the RFP.
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The Center for Women in Transition does and shall comply with the Fair Labor Standard Act, Equal
Opportunity Employment Act, and any other federal and state laws, rules, regulations and executive orders
to the extent that these may be applicable and further agrecs to insert the foregoing provision in all
subcontracts, if any.

The Center for Women in Transition and each member of its personnel assigned to the contract shall be
approved by the state agency in order to provide services. The Center values and maintains a trained and
gualified staff to deliver the services at the Schirmer House facility. All personnel assigned to provide
services under the contract must be at least 21 years of age with the Center maintaining a copy of the
employecs birth certificate or driver’s license in the personnel file, Each staff member shali also be certified
in CPR and First Aid within the first sixty (60) calendar days of employment and rmust maintain the
certification while providing services.

The Center for Women in Transition is benefitted by the state agency’s agreement to complete a criminal
record and background check on all potential personnel. Such background checks shall be equivalent to
investigations required on all personnel employed by the state agency, Within five (5) calendar days after
nofification of award and any time thereafter when requesting to hire new staff, the Center shall provide the
stalc agency with the following:

1) A completed Authorization for Release of Information Form {Attachment #18) individually signed by
the Center and each current or anticipated person who shall be assigned to the contract.

2} A Confidentiality Oath Form (Attachment #19) individually signed by the Center and each current or
anticipaled person who shall be assigned to the contract.

During the birth month of each of the Center’s personnel providing services, the Center shall request the state
agency to conduct an annual criminal record and background check.

The Center for Women in Transition is commitied to employing qualified individuals with criminal records
whenever possible as part of their demonstrated leadership in modeling behavior as an employer that supports
offender reentry. Currently one employee at the Center has a criminal record. At the Schirmer House
transitional facility the Center understands and agrees that offenders under active federal or state felony or
misdemeanor supervision must receive written state agency approval prior 1o becoming an employee of the
Center for the services provided herein. The Center’s personnel with prior {elony convictions and not under
active supervision must receive written state agency approval prior to providing services.

The Center shall provide qualified personnel for the professional positions and responsibilities listed in the
awarded proposal, and at the level warranted and presented in the Employee Expense Charged 1o Contract
Exhibit included in the awarded proposal. For any vacated position, the Center will provide the state agency
with documentation that validates a good faith cffort on the part of the Center to fill the vacant position, 1f
the position is vacated for a period tonger than 45 calendar days, such position(s) shall be considered vacant
and the state agency shall reduce the Center's total monthly payment by an amount not to exceed the total
salary included in Employec Expensc Charged to Contract Exhibit included in the awarded proposal.

The Center for Women in Transition shall only utilize personnel authorized to work in the United States in
accordance with applicable federal and state laws. The Center shall continue to maintain enroilment and
participation in the E-Verify federal work authorization program with respect to the employees hired after
enroliment in the program who arc proposed to work in conncction with the contracted services included
herein.

The Center has previously provided documentation to the Missouri Department of Corrections that a[firms
enroliment and participation in the E-Verify federal work authorization program for contract no.
(308081001 and C311102001. The Center has included with this proposal a completed and signed Exhibit
L, Business Entity Certification, ¥nrollment Documentation, and Affidavit of Work Authorization, including
a completcd, notarized Affidavit of Work Authorization provided in the exhibit titled, Business Entity
Certification, Faroliment Documentation, and Affidavit of Work Authorization in order to meet the annual
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submission of verification requirement. In accordance with subsection 2 of section 285.530, RSMo, the
Center shall renew its Affidavit of Work Authorization annually, understanding that a valid Affidavit of
Work Authorizalion is necessary to award any new contracts.

Substitution of Personnel — The Center agrees and understands that the State of Missouri's agreement (o the
conlract is predicated in part on the utilization of the specific key individual(s) and/or personnel qualifications
identificd in the proposal. Therefore, the Center agrees that no substitution of such specific key individual(s)
and/or personnel qualifications shall be made without the prior written approval of the stalc agency. The
Center further agrees that any substitution made pursuant to this paragraph must be equal or better than
originally proposed and that the state agency's approval of a substitution shall not be coastrued as an
acceptance of the substitution's performance potential. The State of Missouri agrees that an approval of a
substitution will not be unrcasonably withheld.

Replacement of Personnel — The Center shares the state agency’s standard to utilize the most qualified,
trained and effective personnel available. In recognition of the sensitivilies of human behavior characteristic
of correctional environments, upon the request of the state agency, the Center shali replace any of the Center’s
personnel who the state agency finds unacceptable. If the staic agency is dissatisfied with any personne]
provided by the Center to perform under the contract, the Center must resolve the personnel probiem to the
sole satisfaction of the statc agency. 1f circumstances should exist which would prevent said resolution, the
Center shall supplement the position with approprialc part-time or overtime personnel until an approved full-
time replacement can be employed. The Center will be given a reasonable time frame by the state agency to
find said replacement.

The state agency shall provide the Center with a written explanation why the state agency finds the personnct
{o be unacceptable and a written explanation of any personnel problems. In addition, the state agency will
provide the Center with a wriiten time frame for replacement of personnel. In such instances, the Center
shall maintain the number of FTE in the statfing plan included with the Center’s awarded proposal. For the
purposes of the contract, mininium staffing shall be defined as including the individual positions listed in the
Center’s Employee Expense Charged to Contract Exhibit  included in the Center’s awarded proposal. The
Center shall maintain minimum staffing levels throughout all periods of the comract. For the purposes of
the contract, a FTE (Full Time Equivalent) shall be defined as a Center position working 2080 hours annually,
with all salary, benefits, and compensation paid for by the Center,

Written Personnel Policies - The Center for Women in Transition has and shall maintain, and operate in
accordance with, written personnel policies that shall be avaiiable to all personnel and accessible to the
personncl at their work sites. The Center’s written personnel policies are detailed in the Personnel Manual
which contains standards for all personnel, is revicwed and approved by the board of directors, and is included
in the Documentation section of this Proposal (M). The Personnel Manual addresses issues such as hiring
practices for diverse personnel, retention, recruitment, promotions, grievance procedures, staff devclopment,
training, performance appraisals, benefits, disciplinary procedures and terminations.

The Manual’s Code of Conduct defines ethical and profcssional relationships that shall be maintained
between the Center’s personne] and offenders. The Center and its personnel agrec to comply with the state
agency’s guidelines, policy on sexual misconduct and harassment, and conduct of the personnel,
incorporating such mto the Center’s written policies and written procedures. The Center further understands
and agrees that investigations will be conducted by the state agency as deemed necessary. Copies of state
agency policies and procedures will be made avatlable to the Center upon issuance of the Notice of Award
by the Diviston of Purchasing and Materials Management.

In addition to the organization’s Personnel Manual, the Schirmer House transitional facility has its own
Standard Operating Procedures (SOP) that address the following:
o The Center’s personnel shall not display favoritism or preferential treatment for individual offenders
or groups of offenders.
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o The Center’s personnel shall not engage in any persunal or business relationship with any offender
under the statc agency’s jurisdiction or with an offender who has been a program participant within
the last two years, or the offender’s family.

o The Center’s personmel shall not use their official positions to sceure or receive advantages, gifts,
moeney, or favers from offenders, their families, or assoctates,

o The Center's personnel shall valuc the human worth and dignity of all offenders by respecting the
individual, recognizing diversity and treating all offenders fairly.

o The Center’s personnel shail not abuse offenders verbally or physically.

o The Center's personnel shall rccognize the offender’s right to privacy and adherc to confidentiality
rales.

o The Center’s personnel shall report any attempt to violate these guidelines immediately to the Center
facility director who shall in turn report to the statc agency.

The Center shall maintain written job descriptions for all personncl, which shall be given to each employee,
and focated in the employce’s personnel file. Job descriptions for the positions proposed to fulfili the
requirements of this contract are included in Exhibit E.

The Center shall maintain a personnel file for each of the Center’s persennel which shall be accessible to the
state agency of lts representatives for the purpose of verifying compliance with the contractual requirements.
The file must include criminal record checks completed by the Center, it any, background investigations,
resumes, transcripts, dates of employment, training records, pcrformance appraisals, commendations,
disciplinary actions and other related actions. The Center shall verify and provide documentation to the state
that the original degree/diploma was reviewed by the Center prior to hire. The Center shall provide a check
list of all required documents at the front of cach employee file. The Conter shall not bind any members of
its personnel to an agreement which would inhibit, impede, prohibit, restrain, or in any manner restrict the
members of the staff in or from accepting cmployment with other providers similarly situated.

The Center will notify the state agency in writing of any violations, investigations or accusations relating to
personnel providing services and a plan of action describing how the issue will be addressed or resolved.
The Center, its employees, and others acting under the Center’s control, shall at all times observe and comply
with all applicable state statutes, state agency rules, regulations, guidelines, internal management policy and
procedures, and general orders of the statc agency that are applicable, current, or hereafter adopted, regarding
operations and activities in and about all state agency property and dealing with the offender population.
Further, the Center and its personnet shall assist the state agency in enforcing offender rules by reporting
violations to the state agency or its designee. Furthermore, the Center shall not obstruct the state agency nor
any of its designated officials from performing their duties in response to court orders or in the maintenance
of a secure and safe environment.

The Center has the organizational and management structure iny place to effectively supervise its personnel.
The unique nature of working with offenders, including safety and sccurity issues, requires the state agency
to carefully monitor the Center’s personnel. Any concerns a state agency employee has regarding a member
of the Center’s staff, their job performance, or the conditions of their employment shall be reported through
the chain of cormmand to the chief administrative officer/designee of the state agency in order that proper
communications can ocour with the Center.

The Center shall be responsible for the conditions of employment, work environment, and employee rights
of its personnel. The Center has and shall continue to provide a means, and orient the personnel to such
means, of resolving complaints or problems regarding the personnel members’ work at a state agency facility.
Procedures for reporting and resolving complaints or grievances ate included in the Personnel [1andbook and
explained upon orientation for the employee. Because of the unique nature of the work, close cooperation
between the Center's personnel and state agency employees will be required. Iowever, the Center shall
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ensure that its personncl work the correct hours, receive correct pay, have the tools they need to do their
work, receive additional job training as needed, and have adequate supervision, Adequate supervision
inciudes access to supervisory personnel for personnel problems including but not limited to complaints
about working conditions, barassment, discrimination or any other matters. The Center shall provide written
communications to the state agency regarding any action requested of the state agency based on compliant
from a member of the Center’s personnel or any alleged allegations against the Center’s personnel.

The Center will not assign or designatc any person to multiple contracts or positions without the advance
written approval of the state agency coordinator, The Center shall understand and agree that no statc agency
employee shall be compensated by the Center for scrvices provided, related to performance of the contract,
while concurrently employed by the state agency.

Organizational Chart - The offeror should provide an organizational chart showing the staffing and lings of
authority for the key personnel to be used. The organizational chart should include (1) The relationship of
servige personnel to management and support personnel, {2} The names of the personnel and the working
titles of each, and (3) Any proposed subcontractors including management, supervisory, and other key

ersonnel.

e The orpanizational chart should outline the team proposed for this projcet and the relationship of those
team members to cach other and to the management structure of the offeror’s organization.

‘The Center for Women in Transition has provided an organizational chart showing the staffing and lines of
authority for the key personnel to be used. This chart is included in the Documentation section of this
proposal (A). The organizational chart shows the relationship of service personnel to management and
support personne! and the names of the personnel and the working titles of cach. The Center has outsourced
its accounting functions to Davis Associates, as shown on the organizational chart. The Center does not
antiCipate subcontracting any other services.

‘The organizational chart outlines the team proposed for this project and the relationship of those team
members to each other and to the management structure of the Center. The names, titles and relationships
on the organizational chart match those described in Exhibits C, D, F, H and 1 and elsewhere in this proposal.

Along with a detailed organizational charl, the offeror should describe the following:

¢ How services of the contract will be managed. controlled, and superviscd in order to ensure satisfaciory
contract performance.

* Total Personne] Resources - The offeror should provide information that documents the depth of
resources to ensurc completion of all requirements on time and on targetl. Ifthe offeror has other ongoing
contracts that also require personnel resources, the offeror should document how sufficient resources will
be provided to the State of Missour.

Services of the contract will be managed, controlled and supervised on several levels in order to ensure
satisfaclory contract performance. The following structure has been developed through experience in
implementing the current and previous similar contracts for the Schirmer House facility. The executive
dircetor, Laura Toledo, shall have overall responsibility to manage, control and supervise performance. The
Schirmer House residential facifity director, Jewellettc Donald, shall report fo Laura Tolede and be
responsible for day-to-day operations and service delivery at the transitional housing facility. Jewellette
Donald shall supervisc the facility’s case manager, LaTonya Rivers, the employment/life skills specialist
{vacant), and the house manager supervisor, Mark Parker, Mark Parker superviscs the team of house
managers (as listed in Extubits D). The Director of Restorative Programming, Sarah Gyorog, the
Development Director (Carric Coats), and the Advocate Director {Barbara Baker) report to the Executive
Director and work with the entire Schirmer staff to deliver services.
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20.

Through its past performance, the Center for Women in [ransition has demonstrated that the resources are
in place to ensure completion of all contractual requirements on time and on target. As stated elsewhere in
this proposal, the majority of personnel dedicaied to this contract will be dedicated at 100% and other
responsibilities will not be a concern or a distraction. For those four positions that do hold other
responsibilities and are proposed to be funded in part by this contract — the executive director, the director of
restorative programming, the development director, and the advocate director — the percentage of those
positions allotted to this contract shall be sufficient to fully complete the requirements of the contract to the
State of Missouri.

Within two (2) weeks of changes in the Center for Women in Transition’s personnel, the Center shali provide
the state agency an updated organizational chart including and annotating vacancies.

Describe the training curriculum for security personnel and case managers.

The Center will comply with section 2.13 of the RFP.

The Center for Women in Transition does and will continue 1o ensure that all housc managers and case
managers recelve training promptly upon being hired. Within thirty (30) calendar days from the date of hirc
and prior 1o providing services, the Center will provide in-service training to any employces assigned to the
contract, that shall include, but not necessarily be limited to safety and sccurity of the transitional housing
facility, offender violations including absconders and no shows, offender management techniques, crisis
intervention, de-escalation of volatile offender behavior, appropriate procedures and responses to offender
incidents, training on cross-gender pat down and scarches of transgender and intersex otfenders. Additinnal
training in verbal judo, restorative justice, cognitive restructuring, reentry process, transitional team concepts,
communicable diseascs and interpersonal rclationships shall be provided to the on Center’s personnel as
directed by the state ageney.

The Center will net allow any personne] who are newly assigned to a position to perform job duties until
training is completed, unless under direct and immediate supcrvision. The Center will provide a training
checeklist to verify all required training has been completed, and the completed checklist will be placed in the
employee’s personnel file.

Within thirty (30) calendar days from the issuance of the Notice of Award by the Division of Purchasing and
Material’s Management or within thirty (30) calendar days from the date of hire and prior to providing
service, whichever is sooner, the Center for Women in Transition shall ensure that its personnel referenced
in the in-service training paragraph above who shall minimally include the residential facility director, case
manager, employment/life skills specialist, house manager supervisor and house managers shall participalc
In any required training provided by the state agency.

Within seven (7) calendar days of employment, the Center’s personnel shall be trained in the proper
emergency procedures indicated in the written plans and procedures for potential emergencies and disasters,
and shall recetve appropriate traimng for those procedures for which the employee 1s responsible, The
Center’s personnel shall sign a form, which shall be witnessed and signed by the person’s immediate
supcrvisor, signifying understanding and training in these procedures.

The Center docs and will continue 10 provide and/or participate in 16 hours of cross-training annually, on a
calendar-year basis {January-December}. The Center will not require new employces to attend cross-training
until the employee has completed nincty (90) days of employment. The Center shall provide annual
continuing cducation and training for personncl that shall address areas pertinent to the contract and offender
management, behavior, or security, The Center’s personnel shall participate in any training provided by the
slate agency as deemed nccessary to cnsure successful compliance with the contract. ‘The Center shall
maintain documentation of participation in training for all personnel in the Center personnel files. The Center
understands and agrees that all training shall be at the expense of the Center.

Describe the method, protocol, and/ar procedure for report delivery, and the provision of adequate time and
attendance documentation.
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22,

The Center will comply with section 2.14 of the RFP.

The Center for Women in Transition has in place and shall continuc to maintain a procedure for report
delivery to assure adequate and timely reports. The Center shall utilize the Attachments included herein as
forms on which to document activities and events. Such reports shall be submitted to the state agency as
required and/or maintained in logs available for state agency revicw. The Center shall submit required reports
to the state agency monthly and quarterly, including the Individual Persennel Percentage of Work Time
Exhibit and Employee Expense Charged to the Contract Exhibit. The Center shall prepare a quarterly report
in a format approved by the state agency for review and submission to the state agency.

When conducting meetings, trainings or groups with the offenders in residence at the Schirmer House, the
Center staff shall document the fopic/name of the group and have a sign-in for offenders who atiend. These
records shall be kept as record of attendance. Individual meetings with offenders shall be documented in
case notes maintained in the individual offender’s file. Oversight meetings with the state agency shall be
recorded in minutes that are submitted to the slate agency.

Violation Reports - The Center shail notity the state agency of any violation that could lead to termination
from the transitional housing facility or that could result in the revoeation or change in the level of supervision
for the offender within one (1) working day. The Center shall report any unlawful behavior of any offender(s)
or against any offender to the state agency and to local law enforcement officials immediately upon
knowledge of such behavior. While police contact may not result in a violation report, the Center must
immediately report any police contact of an offendcr to the statc agency.

The Center shall submit violation reports to the state agency within one (1) working day, utilizing the
Violation Repori form that is Attachment 20 of this proposal.

Incident Reports - The Center for Women in Transition shall notify the state agency of any incident involving
the offender’s physical or emotional well-being. The Center shall complete and submit Incident Reports to
the state agency within one (1) working day, utilizing Attachment 21.

The Center may develop its own reports with the state agency's approval. However, the Center shall
minimally include information included within (Attachments 1- 23) in all required reports and shali revise
the reports at the request of the stalc agency.

The Center shall submit 1o the state agency on a quarterly basis the Individual Personnel Percentage of Work
Time Exhibit and Employee Expense Charged to Contract Exhibit with the quarterly oversight meeting
minutes. The Center shall submit any special reports at the request of the state agency. The Center shall
participate and cooperate to the fullest extent in any research project or outcome study required by the state
agency.

Identify any specific reports to be utilized.

The Center for Womcn in Transition will utilize the following reports to submit to the state agency:
¢ Cas¢ noles
o Offender meeting/group attendance sheets
o Quarterly reports
o Oversight meeting minutes
o Individual Personnel Percentage of Work Time Exhibit
o Employee Expense Charged to the Contract Exhibit
o Attachment 4. Warrant Checklist
o Attachment 5: Offender Complaint
o Attachment 11: Drug Testing Log
o Attachment 20; Violation Report
o Astachment 21: Incident Report
o Attachment 22; Invoicc
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o Attachment 23: Provider services

The Center shall utilize the following reports to be maintained in logs, personncl files or offender files:
o Attachment 1: Verification of Approved Zoning
o Attachment 3: Monthly Fire/Tornado Drill Report

Attachment 6: Disposition and Release of Personal Property

Attachment 7; Consent for Release of Confidential Information

Attachment §: Residential Facility Property Inventory

Attachment 9: Intake Contirmation

Attachment 10: Food Allowance Caleulation Form

Attachment 12: Resident Weekly Schedule

Attachment 13: Pass Request

Altachment 14: Otfender Medication Log

Attachment 15: Reduction/Waiver of Savings

Attachment 16: Request for Savings Withdrawal

Attachment 17: Request to Opcrate a Motor Vehicle

Attachment 18: Authorization for Release of Information (employee)
Attachment 19: State of Missouri/Department of Corrections Confidentiality Oath

oo
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Plans for coordination between the oficror and the stale agency on all program issues, from staffing and
personnel issues to guality of care issues.

"The Center will camply with section 2.15 of the REP.

Since the Center for Women in Transition opened the Schirmer House transitional facility in 2008, the staff
have worked closely with state agency personnel to assure that all programs, staffing, personnel and quality
of care issucs arc addressed effectively. Center staff have and shall continue to make themselves available
and accessible 1o state agency personnel for coordination of service in order 1o achicve the best possible
outcomes for the female offenders served.

The Center shall invite the state agency to all management mectings specific to the contract. The Center and
its personnel shall participate in oversight meetings related to contract compliance at least quarterly or as
requested by the state agency. The Center shall forward copies of minutes to the State Agency Coordinator
and the Probation and Parole supervisor.

At the request of the state agency, the Center’s managers and associated administrative personnel shall attend
periodic state agency staff meetings regionally and in Jefterson City. Expcnses incurred by the Center’s
personnel to attend such meetings shall be the responsibility of the Center.

Describe all record kecping and billing methods including hookkecping and auditing procedures and billing
and fee collection systems.,

The Center will comply with seclion 2.17 and 2.19 of the RFP.

The Center for Women in Transition sets and maintains high standards for accurate and complete
recordkeeping and bookkeeping, which is key to successtul completion of the proposed contract.

Offender Files:
The Center for Women in Transition has and will continue 1o maintain offender files in hard copy and
electronic form for each offender. These files have been reviewed at bi-annual site visits of the Schirmer
House contract during the current and previous contract years and have becn found to be in an acceptable
format. This file shall contain, but is not limited to:

a. Breathalyzer results {positive and negative)

b. Case manager notcs
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Complaint forms

Drug Test results {positive and negative)
Job search and employment verification data
Notes/directions from the Probation and Parole Officer
Passes

Savings payments, waivers and withdrawals
Signed intake [orm

Signed release of information

Signed personal property and monics

Signed inventory log

Sign-in/Sign out sheels

Violation reports

PR ATIRER e o

Financial Procedures:

The Center for Women in ‘[ransition has and shall continue to follow financial procedures that support the
state agency's requircments. The Center has in place a completed state Vendor Input/ ACH-E¥FT Application.
The Center has and anticipates the continuation of receipt of contract payments through electronic funds
transfer (EFT).

Invoicing —

The Center for Women in Transition shall submit monthly invoices which minimally contain the information
included in Attachment #22 and #23, to the state agency Probation and Parole office for review by the 5th
working day of the month {ollowing services in accordance with the applicable firm, fixed daily unit price
per transitional housing slot stated on the Pricing Page. lnvoices must indicate total monthly units contracted
for {the actual number of state agency authorized transitional housing slots multiplied by the number of days
n the billing month) kess the total number of units served and the total number of units over funder utilized,
The Center shall submit invoices on its original descriptive business invoice form and must use a unique
invoice number with each invoice submitted. The unique invoice number will be listed on the State of
Missouri’s EFT addendum record to cnable the Center to properly apply the state agency’s payment to the
invoice submitted. The Center does not propose a discount for prompt payment as indicated on the Pricing
Page. While prompt billing has been the standard to date for the Center, it also understands final invoices
are duc by no later than thirty (30) calendar days of the expiration of the contract, The state agency shall
have no obligation to pay any invoice submitted after the due date.

Payments
The Center for Women in Transition shall be paid a firm fixed daily unit price per transitional housing slot

price for each transitional housing slot authorized by the state agency under the terms of the contract in
accordance with the firm, fixed daily unit price per transitional housing slot specified on the Pricing Page. If
the Center excecds the total number of authorized transitional housing slots ina given month, the Center shall
be paid for the overage, not to exceed 10% of the total authorized transitional housing slots. The Center shall
not receive payment until afier receipt of the services and after the state agency is in receipt of the monthly
invoice as well as all required monthly reports.

Financial Audit Requirements — Each year the Center for Women in Transition retains an audit ffrm to
complete an audit of all of its financial records. The Center will continue to have an audit conducted angually
by an independent Certified Public Accountant (CPA) of all financial records and related documentation
incurred under the contract and related to the transitional housing facility services provided by the Center.

The Center understands that the statc agency shall have the right 1o approve the Center’s selection of the CPA
and the CPA’s propased plan-of-action for auditing the Center, and will provide the state agency with the
following infarmation to the slate agency prior to implementing the audit:

a. A list identifying any current and previous contract(s) of the CPA which pertain to transitional
housing facilities.
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25,

b. A written description of the plan-of-action which the CPA shal employ during the audit including,
but not limited to, the following areas:

- Review and reporting of all savings collected from offenders.
- Review of billings to the state agency, other state agencies, and contractors.

The Center for Women in Transition and the subcontracted CPA firm shall agree and ensure that access to
all audit work papers shall be granted to personnel of the state agency and/or the Missouri State Auditor’s
Office. The Center shall not utilize any CPA firm which has had or currently has a personal interest in the
outcome of the audit or has any relationship, which may demonstrate a conflict of interest.

‘The Center will ensurc that the state agency shall be given an opportunity to be present for all entry and exit
audit conferences. Thereforc, the Center shall provide sufficient notice to the state agency prior to such audit
conference to permit scheduling. The audit shall become a part of the Center’s final evaluation report. In
addition, all audit papers issued by the CPA shall be included as part of the Center's final evaluation report.

If the State of Missouri determines, after reviewing the audit papers of the CPA, that services were not
performed as contractually required, that there werc gross misrepresentations of the cost and pricing data, or
that unallowable costs were used by the Center in the performance of the contract, the Center shall understand
and agree that the contract price(s) shall be reduced by an amount equal to any excess cost caused by such
noncompliant acts of the Center.

The state agency, the Office of the State Auditor, and/or appropriate federal agesnicies may examine {audit)
all pertinent books, documents, papers, and records of Center’s transitional housing facility to determine the
propriety of the expenditures as defined by federal regulations, the contract, and state agency policy and
procedure. The Center shall make such available as requested.

The Center will retain all records relating to the contrace for five (5) years or such time as prescribed by law
after the close of the fiscal year in which the contract expires/icrminates. Such records may be desiroyed at
the end ot such five-ycar pertod if the state agency has been notified in writing of the completion of the statc
audit by such time. If the state agency has not been notificd by the end of such five year period, such records
shall be rclained until the state agency is notified of the compietion of the state audit. In all cases where the
audit questions have arisen before the vxpiration of such five-year period, records shall be retained until
resolution of all such questions. The Center shall provide financial reports as required on forms provided by
the state agency. The Center shall retain records which relate to (1} appeals, €2) litigation of the settiement
of claims arising out of performance of the contract, and ¢3) costs and expenses of the contract 1o which
exception has been tuken by the state agency or its duly authonized representative until such appeals,
litigation, claims, or cxceptions have been authorized.

Submit documentation or evidence of possessing multiple contracts which includes the contract number and
whom the contraci is with. If the personne] proposed are providing services for the existing contracts,
identify by each individual the contract for which providing services and the percentage of personnel time
for each contract for which_assigmed. Identify if and/or how the duplication of pcrsonnel will affect the
performance of proposed services for the contract.

The Center for Women in Transition currently is fulfilling contract C311102001 for transitional housing for
female offenders. That contract is the similar contract for which this RFP is soliciting bids. That contract
will end beforc the start of the current proposal starts so the Center shall not have multiple, concurrent
contracts or duplication of personnel. As shown in Exhibit H, all personnel who are assigned to the Schirmer
House facility are assigned by percentage of time on that project. All employees shall be dedicated 100% to
the proposed contract with four exceptions. Laura Toledo in the position of executive director is proposed
to spend 33% of her time fulfilling activities of the proposed contract. Funding for the remaining percentages
of cach of her time shall come from other, separate sources and will not impact the proposed contract.
Further, Sarah Gyorog, Director of Restorative Programming, Carrie Coats, Development Dircctor, and
Barbara Baker, Advocate Director benefit all Center clients through their work, including all Schirmer House
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residents, but all of their funding comes from sources outside of the proposed contract and their involvement
to the project is offcred by the Center for Women in Transition as a leveraged rosource.

26, Desceribe the goals the offeror’s program will work toward.

The averall goal of the Center for Women in Transition’s Schirmer House is to provide transitional housing,
case management and other supportive services to at [east 90 female offenders annually to increase their self-
sufficiency and successful reintegration into their families and communities, leading to reduced recidivism
and necreased public safety.

Increased offender self- sutficiency and succcssful reintegration shall be achieved through these objectives:

1)
2)
3)
4

5)
6)

Enhanced life skills

Gaining & maintaining employment

Successful participation in programs for recovery from substance abuse issues

Successful connection to needed services such as mental health care, medical/dental care, and lepal
services

Cogmitive restructuring to increase offender capacity {or accountability and healthy choices
Strengthened relationships with significant people in the offender’s life.

When objectives are achicved, results will include:

1)

2}
3)
4)
5
6)
7)
8)

Significant progress on individualized plans with goals developed around offender’s needs and
strengths

Active progression by offenders through Schirmer House programming

Effective and appropriate referrals to community resourees and services

Increasced ability by offenders to take responsibility for their behavior and make positive choices
Offenders who arc employable are employed

Low incidence of drug/alcohol use with relapse prevention support in place

Minimal number of absconders from the facility

Successful home plans by offenders to the community.

27. Describe outcomes and performance measure data.

Outcome and performance measures:

1)

2)
3)
4)
5)
6)

7)
8)

9)

Whether each offender has an individualized plan with goals focused on her necds and strengths
Number of classes, trainings and other activities provided to offenders regarding life skills,
cognitive restructuring, restorative justice aclivities and other supportive events

Number of successful referrals for offenders to community services for mental health, medical and
other needs

Number of strong, collaborative partnerships between the Center for Women in Transition, the
Department of Probation and Parole, and community organization and/or individuals

[evel of participation by the Center for Women in Transition it the St. Louis Alliance for Reentry
(STAR) as part ot the Missouri Reentry Process

Oftender-reported change in thinking and behavior related to personal accountability and ability to
make positive choices

Staff observation of changes in offender behavior

Offender participation in employment related activities and number of offenders who gain and/or
maintain employment

Number of positive/negative drug tests

10) Number of relapse prevention activities in place at the facility

11) Number of absconders

12} Number of successful home plans/discharges from the facility

13) Survey feedback from offenders as they discharge from the facility.
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28.

Discuss the methods to assist the offender in reintegration into the community, Identify and provide evidence
of partnerships with orpanizations that will aid the offender in an array of assessed problem areas, actively
participating in the reentry process, and working with the state agency on performance measures. Provide
evidence of any established partnerships.

28.1  Discuss the methods to utilize external resources_for offenders referred to the transitional housing
facility; including how linkagc with those resources will mect oftenders’ needs in a timely manner
provide appropriate intervention, treatment and programming to correct problem areas. and provide
continuity of care resources gs it relates to the reentry process.

The Center [or Women in Transition firmly adhercs 1o the concept that offenders need support from a variety
of sources to achicve successful reentry. The Center also recognizes that, while all Center services are
focused on assisting female offenders with reintegration, no single entity can possibly provide all the help
that is needed to an offender. The Center, therclore, has and will continue to develop partnerships with
organizations and employers in the community that may assist offenders.  To promote arca-wide
collaborations, information sharing and systemic improvements, the Center has taken and shall continue to
take an active rolc in the St. Louis Alliance for Reentry (STAR). Center statt are also active in the St. Louis
City Continuum of Care, the Missouri Housing Trust Fund Advisory Committee, Missouri Association for
Social Welfare, and the Missouri Restorative Justice Coalition. Finally, as a United Way member
organization, the Center is networked with many area providers of social services.

The Center has built a rich blend of partnerships with organizations that will aid the offender with services
and resources to address the array of problems or barriers the offender may face. Those partnerships include
communication between staff members regarding individual offender’s needs/progress as well as overall
coordination of service issues. The partnerships also provide an avenue for sharing of information, joint
problem-solving and planning together. Such connections not only benefit each individual offender but also
help achieve the performance measures of the Center and the state agency.

The Center remains committed to maintaining the following collaborative relationships in the community in
order to enhance service delivery and benefit the reentry efforts of the women served:

s Substance abuse treatment — One of the most prominent arcas of neced for the offenders served by the
Center is for substance abuse treatment. The Center staft, therefore, is in frequent communication with
personnel al treatment programs such as BASIC and New Beginnings;

+  Mental health/medical health - Many female offenders need mental health and general medical services,
so the Center works closely with providers of those services to improve access to care for offenders,
including BJC Health Care, Provident, Professional Psychotherapy Scrvices, Grace Hill, St. John's
Mercy Community Ministries, Family Mediecal Centers in Carondelet and a number of mental health
providers in private practice;

¢ Fmployment — Since employment is a key aspect of successful reentry and an expectation for the
offenders in the Ccnter’s programs, stall interact regularly to link them to services provided by
Vocational Rehabilitation Services, St. Patrick’s Center and Employment Connection. In addition, the
Center has built connections with several area employers who are willing to hire offenders in the Center’s
programs;

e Housing Another component of successful reentry is adequate housing. The Center has a partnership
with 1JeShay Qutrcach for transitional housing for women in the Center’s mentoring and advocacy
program. The Center also has connections to a number of landlords who are willing to rent to Center
clients who arc ready 1o home plan to the community, For offenders who need aliernative living
arrangements, the Center’s case managers work to connect clients to supportive housing providers, such
as Oxford House, the YWCA, and others;
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» Socia] services — The St. Louis area is fortunate to have a wide variety of social services available to its
community members, Center staff has established working partnerships with numerous social service
providers int St. Louis, such as Criminal Justice Ministries of St. Vincent dePaul, St. Xavier Church, and
the St. Louis Area Foodbank to facilitate successful referrals and access to resources for offenders.
Besides allowing for access to needed resources, many of these partnerships havc enhanced
programming, as many entities like Let's Start, the Institute for Peace and Justice, and the St. Louis Effort
for AIDS, have facilitated groups or presentations to female offenders at the Center;

* Parenting Support — The Center realizes that reuniting with children sometimes may require parenting
classes to be successful. The Center partners with Annie Malone Children and Family Service Center to
providc this assistance as appropriatc.

e Universities - The Center is well-connected with the university community in the St. Louis area. Faculty
and students from Washington University, St. Louis University, University of Missourt ~ St. Louis,
Webster University, Fontbonne University, and Maryville University regularly serve as practicum
students, interns, volunteers or presenters to enhance the reentry of female offenders at the Center. Center
staff have presented at classes at all of the above-named universitics. The Center’s mentoring and
advacacy program as well as Project ReConnect have been the subject of university-level research
through parinerships with Fontbonne, UM-8t. Louis, Maryville and St. Louis University;

¢  Community - The Center is also well-connected to the neighborhood where it is located. Center staff
are actively involved in the neighborhood association, the Carondelet Community Betterment Federation.
The Center also has active partnerships with local churches, such as the Resurrection Presbyterian
Church, which includes female offenders in the Center’s programs in the work of their community
garden. The Center also engaged approximately 160 volunteers last year in its work;

+« Cormrections. courts — Vital to the Center’s successful work with fomale offenders are strong working
relationships with personnetl of the Missouri Department of Corrections both within the institutions and
with the Division of Probation and Parole as well the St. Louis City & County courts. The Center has
engaged with federal probation and parole officers as well. More recenily, the Center became a recipient
of a Lutheran Foundation grant to Arch City Defenders, as a result of which the Center’s clients may
benefit from free legal services from Arch City Defenders” attorneys.

= Collaborative Nctworks — The Center for Women in Transition demonstrates its commitment to
contributing to positive systemic change by actively participating in a number of local and statewide
collaborations. In addition to the St. Louis Alliance for Recntry (STAR) mentioned above, the Center
takes a leadership role in the Missouri Restorative Justice Coalition and the St. Louis Restorative Justice
Collaboration as well as participates in the St. Louis Continuum of Care, the Missouri Association of
Socia}l Welfare, and the Children’s Services Commisston.

Effective methods are in place by which the Center successfully refers residents at the Schirmer House
transitional facility to external resources. The staff — in particular, the case manager and the employmenvlife
skills specialist - work with the residents to identify arcas of need upon intake to the facility. The staff then
contact, or assist the resident in contacting, appropriate service providers in the community that can address
the identified needs/problem areas. The casc management team monitors, guides, and supports the process
as each offender accesses resourccs, assisting as needed to assure success. The Center works in collaboration
with the state agency to provide continuity of carc resources related to the reentry process, and Center stafl
and the state agency share information on new community resources as they become available.

Identify provision of services by subcontract agencies, including the names and addresses of the agencies
providing 1he services, as well as the specific types of services proposed.

The Center for Women in Transttion contracts atf of its accounting services to Davis Associates, CPA, which
is located at 4119 U.S. 67, Florissant, MO 63034, The principal contact is Darlene Davis.
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30.

3l.

Identify the types and levels of insurance that will be carried with special emphasis on professional liability
lnsurance.

The Center will comply with scetion 2.20.7 of the RFP,

The Center for Women in Transition is cormumiticd ta protecting its asscts and reducing risk in whatever ways
possible. The Center maintains adequate liability insurance in the forms and amounts sufficient to protect
the Center and the State of Missouri, its agencies, its employces, its clicnts, and the general public against
any loss, damage, and/or expense rclated to the Center’s performance under the contract.

The insurance coverage includes general liability, professional liability, property, accident, EPLL, worker’s
compensation, and umbrella, In addition, the Center maintains automobile liability coverage for the
operation of any motor vehicle. The Center has an insurance hroker with whom it reviews and renews
coverage on an annual basis, assuring that the limits of Jiability for all types of liability coverage shall not be
fess than $2,000,000 per occurrence, the insurance shall include an endorsement that adds the State of
Missouri as an additional insured, and that should self~insurance coverage or another alternate risk financing
mechanism be utilized, such coverage shall be verifiable and irrevocably reliable and the State of Missouri
is protected as an additional insured.

The Center will provide written evidence of the insurance to the state agency prior to performance under the
contract but by no later than thirty (30) calendar days after the effective date of the contract. The evidence
of insurance shall include, but shall not necessarily be limited to: effective dates of coverage, limits of
liability, insurer’s name, policy number, endorsement naming the State of Missourl as an additional
insured/loss payee, endorsement by representatives of the insurance company, etc.

In the event any insurance coverage is canceled, the Center will notify the state agency immediately.

Economic Impact to_Missouri - the viferyr should deseribe the economic advantages that will be realized as
a result of the offeror performing the required services. The offerar should respond to the following:

e Provide a description of the proposed services that will be performed and/or the proposed products that
will be provided by Missourians and/or Missouri products.

e Provide a description of the economic impact retumed to the State of Missouri through tax revenue
obligations,

s Provide a description of the compaty’s economic presence within the State of Missouri (e.g., type of
facilities: sales offices; sales outlets; divisions; manufacturing: warehouse: other), including Missouri
employce statistics.

The Center for Women in Transition performs all of its operations in the State of Missoun and contributes
coonomically to the state. The Center conducts business with vendors located in the state, including
landlords, suppliers, and service contractors. Whencver possible, preference 1s given 10 an in-state, local
vendor, All of the proposed activitics of the Schirmer House transitional housing facility will take place in
Missouri. Mast Center emplovees live and conduct their own personal business in Missouri, too. While the
Ceuter for Women in Transition is a tax exempt entity, the agency along with its employees, pay Missouri
payroll tax. In addition, as the residents who are served by the program become employed they will, in turn,
also contribute as tax pavers and consurers in Missouri.

The Center’s economic presence in Missouri inciudes operation of an office and two residential facilities.
The Center employees 23 individuals and expends approximately $1.2 million annually, almost entirely in
the state of Missouri.
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EXHIBIT G

IMPLEMENTATION PLLAN

Implementation or Readiness Plan - The offeror should sequentially list and briefly describe the tasks or events
proposed for the implementation of the required services. Ifno tasks or events are required, the ofteror should provide
a statement of readiness. For cach 1ask/event identified, the offeror shouid identify the number of days required to
complete the task/event, the personncl proposed to perform the task/event, and the number of work hours for each

person.

"Completion Day" should be specified as a certain number of days from date of contract award until completion of the specific
task and should be expressed as calendar days, not specific dates.
"Assigned Personnel” should be ideniificd by name rather than project title unless such personnel are yet to be hired.
"Workhours" should indicate that time each assigned persen will spend on the specific task.

! Task or Event Completion Assigned Work-
| Day Personnel hours
Effective Date of Contract 1 | N/A N/A

(The Schirmer House facility is fully
operational now and will be ready for
implementation on Day 1 of the contract
| period)
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EXHIBIT H

INDIVIDUAL PERSONNEL PERCENTAGE OF WORK TIME

Complete the following able showing the percentage of work time each key person will spend performing various
duties. Calculate the percent of work utilizing the estimated number of man-hours per week for which the person is
emploved. Attach additional shects as necessary.

NAME OF [ JOB BASIC ASSIGNMENT PERCENT
| EMPLOVER | CLASSIFICTION OF WEEK
L G - | TIME |
J 1L nya ya Rivers | Case Manager a. Inicrview new offenders to oricut thera and | a, 10

} creat» an individualized accountability plan.
|
| b. Identify and link offenders to services aimed | b. 20
/ r 10 meet their individual needs.
|
( | ¢. Interact with offenders individually and in | ¢, 30
‘ groups to offer supportive assistance and
| | programming to promote success. Coordinate
[ ' services with other staff, includes statc agency
‘ staft.
' |
( d. Build and maintain  collaborative | d. 20
[ | relationships with other service providers to
; | help offenders access available resaurces.
| [ | e. Record, document, and track each offender’s | . 20
participation and progress towards goals.
} r Participate in oversight and other meetings.
- v i
2. Vacant | Employment/Life a. Mcet with cach new offender to asscss | a.10
J i Skalls Specialisy needs. Develop individualized plans to work
| { individually and in groups to meet offender
| (Nore: This position | nceds.
’ | performs the rofe & h.20
| Sunctions of the Life | b. Build relationships with employers and
| Skifls Iastructor as | make comnections for offenders  for
[ titled in the RFP) employment.
i J c.25
i ¢. Create and maintain resource matcrial for
offenders; deliver classcs and programs to
J enhance offender employment and life skills.
d.20
| d. Assist oftenders in computer lab to conduct
) J job searches activities and enhance their
| computer skills.
¢.25
[ } e. Wark with casc manager and state agency
| | persopnel to address the reentry needs of
‘ } offenders rclated 1o employment and life skills.
3.Jewellette Residential IﬂacmtyT Bmlds managc.s and motivates a strong | a.20

Donald '[Director rpmfesswnal staff to deliver supportive,

effective services. |
: | N ‘ ]

]L N
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.

b. Assures adcquate supervision of offender
activities and delivery of program services.

¢. Facilitates coordination of services hetween

' Center and state agency and promotes

collaboration  with  community  service
providers.

d. Respomsible for addressing all offender

: complaints, continuing education programs for

staff, adequate protocols for the maintenance
and surveillance of facility.

e. Assures all service documentation, periodic
reporling, incidents, log maintenance, sign-in

~sheets, offender files arc mamtained,

opcrations, personnel and programs are in

contract comphance.

h.20

¢.20

.20

¢.20

4. Mark Parker

House Manager
Supervisor

5. Laura Toledo

Executive Director

a. Supervises team of house managers
including scheduling, assisting with continuing
education, and recruiting.

| b. Documents and reports incidents, checks, |

violations by offenders and other activity as
required. Performs drug tcsting and safcty
drills a required.

i ¢. Monitors all entries and exits from the

facility including oftenders and visitors,

d. Monitors surveillance equipmemt and
maintains a safe environment at all times.

e. Monitors, sccures and logs offender
medications.

a.35

¢. 10

d.20

¢ 10

- a. Works with the board of dircciors to support

the governance and leadership and strategic
direction of the organization.

b. Maintains and enhances the organization’s
positive reputation in the community.

c. Cultivates financial and community support
from individuals, corporations, organizations,
foundations, and governmental entitics,

d. Buikds, manages, and molives a strong
professional staff which is highly focused on
the Center for Women in Transition’s mission.
Includes managing all staff oversight, program
development and implementation.

¢. Oversight of finances and compliance with
all city, state and federal regulations and
grantor standards / policies.

a.20

b.20

c.20

d.20
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e. Conducts facility and room checks in
accordance with guidelines.

e.20

8. House Managers a. Supcrvises offender activities, entrics and | a.50

exits; maintain a safe and supportive
Rowcna Wright {Note: These positions | aimosphere; ensures offender compliance to
Barbara perform the role & | program rules and requirements.
Richardson Jfunctions  of  the
Debbie Jamces Security Personnel as | b. Documents and logs activities as required. b.19
Lori Reed titled in the RFP)
Iinda Smith c. Performs drug testing as well as safety drills | ¢.10
Vicki Torrence as assigned.
Debra Carruth )
Molly Price d. Monitors, secures and logs offender ) d.10
Christina Jones medications.
Andrea Woods e.20
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EXHIBIT 1
EMPLOYEE EXPENSE CHARGED TO CONTRACT
The information provided below is applicable to the firm, fixed daily slot price for a minimum of ___ 26 slots

through a maximum of 30 slots.

Complete the following table for every and each person and administrative person whose time will be chargeable to

the contract, if awarded.

A,

NAME OF PERSON
OR JOB
DESCRIPTION IF
VACANT

LaTonya Rivers

B.
TOTAL ANNUAL

SALARY OF THAT

POSITION

$33,000

C.
% OF TIME
CHARGED TO THE
CONTRACT

D.
TOTAL DOLLAR
CHARGED TO THE
CONTRACT

$33.000

Employment/]ife Skilis
Specialist

$31,000

$31,000

5 Jewellette Donald

$40,000

$40,000

! Mark Parker

$32,240

$32,240

Laura Toledo

$80,000

$20,040

Rowena Wright

$23,920

$23,920

Barbara Richardson

$24,440

Debbie James )

$23,920

Lori Reed

$22,880

$24,440

$23,920

$22,880

Linda Smith

$22,880

$22,880

Vicki Torrence

39,360

$9,360

Debra Carruth

$9.125

$9,125

Motly Price

59,125

$9,125

Christina Jones

$9,125

$9,125

Andrea Woods

£9,125

$9,125

Sarah Gyorog

341,000

$0

Barbara Baker

$36,000

$0

Carric Coats

$35,000

$0
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EXHIBITJ
PARTICIPATION COMMITMENT

Mivpority Business Enterprisc/Women Business Enterprise (MBE/WBE) and/or_ Organization for the
Blind/Sheltered Workshop and/or Service-Disabled Veteran Business Enterprise {SDVE) Participation
Commitment - If the offeror is committing to participation by or if the offeror is a gualilied MBE/WBE and/or

organization for the blind/sheltered workshop and/or a qualified SDVE, the offeror must provide the required
information in the appropriate table(s) below for the organization proposed and must submit the completed exhibit
with the offeror’s proposal.

For Minority Business Enterprise (MBE) and/or Woman Business Enterprise (WBE) Participation, if propesing an
catity certified as both MBE and WRE, the offeror must either (1) enter the participation percentage under MBE or
WBE, or must {2) divide the participation between both MBE and WBE. If dividing the participation, do not state
the total participation on both the MBE and WBE Participation Commitment tables below. Instead, divide the tota)
participation as proportionately appropriate between the tables below.

MBEL Participation Commitment Table
(The scrvices performed or the praducts provided by the tisted MBE must provide a commercially uscful function refated to
the detivery of the contractually-required service/product in a manner that will constitute an added value to the contract and
shall be performed/provided cxclusive to the performance of the conract.)

Comuitted Description of Preducts/Services to be Provided by
Percentage of Listed MBE
Name of Each Qualified Minority  Participation The offeror should also include the paragraph
Business Enterprise (MBE) | for Fach MBE number(s) from the RFP which reguires the
Proposed (% of the Actual | preduct/service the MBE iy proposed to pesform and
Total Contract describe how the proposed product/service constitutes
] Value) added value and will be exclusive to the contract,
1. ', Product/Service(s) proposed:
7% e
RFP Paragraph References:
2. B ) T _FPmduEtf'Servicc( s) proposed: o ]
B b miemc o imems m o mei cmmme e e smmmm o ammmmraocamsmmee o]

i

D/D ...................... TR AL LA LR R
RFP Paragraph References:

Product/Service(s) proposed:

72 I
7 URFP Paragraph References:
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EXNIBIT J, continued

WBE Participatien Commitment Table

{The services performed or the products provided by the listed WBE must provide a commercially useful function related to
the delivery of the contractually-required service/product in a manner that will constitute an added value to the contract and
shall be performed/provided exclusive to the performance of the contract.}
| Committed Description of Products/Services to be Provided by
Percentage of Listed WBE
Name of Each Qualified Women Participation The offeror should also include the paragraph
Business Enterprise {WBE) for Each WBE number(s} from the RFP which reguires the
proposed (% of the Actual product/service the WBE is proposed to perform and
‘ Total Contract | describe how the proposed product/service constitutes
Value) added value and will be exclusive ro the contract,
1. Product/Service(s) proposed:
A O
® | RFP Paragraph References:
R - - ﬁducﬁ&‘.er\?;e(s) proposed: - o
B fn sy S LTI s e e e e
RFP Paragraph References:
1. - B o Product/Service(s) proposed: o
R B R et R LR IRTEEETAY
RFP Paragraph References:
4, - Product/Scevice(s) proposed N
O/D ................................................................
' REP Paragraph References:
Total WBE Percentage:

Organization for the Blind/Sheltered Workshop Commitment Tabie

By completing this table, the offeror commits 1o the use
actual total dollar

of the ¢

rarlization at the greater of $5,000 or 2

value of contract,

( [he services performed or the products provided by the listed Organization for the Blind/Sheltered Workshop must provide
a commercially useful {unction related to the delivery of the contractuaily-required service/product in a manner that will
constitute an added vatue to the contract and shall be performed/provided exclusive to the performance of the contract,)

Name of Organization for the Blind or Sheltered
Workshop Proposed

Description of Products/Scrvices to be Provided by
Listed Organization for the Blind/Sheltered Workshop
The offeror should also include the paragraph number(s)
Jrom the RFP which requires the product/service the
organization for the blind/sheltered workshop is proposed
to perform and describe how the proposed product/service
constitutes added value and will be exclusive 1o the
CORIFact.

{ Product/Service(s) proposed:

RET Paragraph References:

ra

Producta‘SemE(s} Eroposed:

RFP Paragraph References:
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EXHIBIT J. continued

SDVE Participation Commitment Table

(The services performed or the products provided by the listed SDVE must provide a commercially useful function related to
the delivery of the contractually-required service/product in a manner that will constitute an added value o the contract and
shall be performed/provided exclusive to the performance of the contract.)

Name of Kach Qualified Service-
Disabled Veteran Business
Enterprisc (SDVE) Proposed

|

Commitied Description of Products/Services to be Provided by
Percentage of Listed SDVE
Participation The offerar should also include the paragraph

for Each SDVE
{%a of the Actual
Total Contract

sumber(s) from the RFP which vequires the
product/service the SDIVE is proposed to perform and
describe ow the proposed productiservice canstitutes

Valuej added value and will be exclusive to the contract. N
1. Product/Service(s) proposcd:
A B I el e e el .
RYP Paragraph References:
2. T o i ) - Praductf'gervicé( 8) pro_;iused:'_ B - o -
% Lo, e e
RFP Paragraph References:
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EXHIBIT K
DOCUMENTATION OF INTENT TO PARTICIPATE

[f the offeror is proposing to include the participation of a Minority Business Enterprise/Women Business Enterprise
(MBE/WBE) and/or Organization for the Blind/Sheltered Workshop and/or qualified Service-Disabled Veteran
Business Enterprise (SDVE) in the provision of the products/services required in the RFP, the offeror must either
provide a recently dated letter of intent, signed and dated no earlier than the RFP issuance date, from each organization
documenting the following information, or complete and provide this Exhibit with the offeror’s proposal.

~ Capy This Form For Each Organization Proposed ~
Offeror Name:

This Section T'n Be Complceted by Participating Organization:

By completing and signing Hus form, the undersigned hereby confirms He intent of the numed participating orgaitization to provide the products/services
identified hevew for the offeror identified above.

Indicate appropriate business classification(s):
MBE WBE  Organization for the Blind Sheltered Workshop SDVE

Name of Organization;
{Name of MBE, WBE, Qrganization for the Blind, Sheltered Workshop, or SDVE)

Contact Name: Email:
Address (If SDVE. provide Phone #:
MO Address):
City: Fax #:
State/Zip: Certification #
SDVE’s Website Certification  (or attach copy of certification)
Address: Expiration
Date:
Service-Disabled SDV’'s
Veteran’s (SDV) Name: Signature:

(Please Print)
PRODUCTS/SERVICES PARTICIPATING ORGANIZATION AGREED TO PROVIDE

Describe the productsiservices you (as the participating organization) have agreed to provide:

Anthorized Signature:

Aurhorized Signature of Participating Organization Date
(MBE, WBE, Organization far the Blind, Sheltered Workshop, or {Duted no earlier than
SDVE) the RFF issugnce date)
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. EXHIBIT K, continued

DOCUMENTATION OF INTENT TO PARTICIPATE

SERVICE-DISABLED VETERAN BUSINESS ENTERPRISE (SDVE

If a participatitig organization is an SDVE, unless the Service-Disabled Veteran (SDV) documents were previously
submitted within the past five (5) vears 1o the Division of Purchasing and Matenals Management (DPMM), the
offeror must provide the following SDV documents:

e 4 copy of the SDV’s award letter from the Department of Veterans Affairs or a copy of the SDV's
discharge paper (DD Form 214, Certificate of Release or Discharge from Active Duty), AND

= acopy of the SDV's documentation certifying disability by the appropriate federal agency responsible
for the administration of veterans’ affairs.

(NOTE: The SDV's award letter, the SDV’s discharge paper, and the SDV’s documentation certifying disability
shall be considered confidential pursuant to subscction [4 of section 610.021, RSMo.})

The offeror should check the appropriate statement below and, if applicable, provide the requested information.

(3 No, I have not previously submitted the SDV documents specified above to the DPMM and thercfore have
enclosed the SDV documents.

. O Yes. 1 previously submitted the SDV documents specified above within the past five (5) years to the DPMM.

Date SDV Documents were Submitted:

Previous Propusal/Contract Number for Which the SDV  Documents were Submitted:
{if applicable and knm—\-"n)

(NOTE; If the proposed SDVE and SDV are listed on the DPMM SDVE database located at
http://content.oa.mo.gov/sites/delault/files/sdvelisting.pdf, then the SDV documents have been submitted to the
DPMM within the past five [5] years. However, if it has been determined that an SIYVE at any time no longer meets
the requircments stated above, the DPMM will remove the SDVE and associated SDV trom the database.)

FOR STATE USE ONLY

SDV Documents - Yerification Completed By:

l - Buyer Date
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EXHIBIT L
BUSINESS ENTITY CERTIFICATION, ENROLLMENT DOCUMENTATION,
AND AFFIDAVIT OF WORK AUTHORIZATION

BUSINESS ENTITY CERTIFICATION:
The offeror must certify their current business status by completing either Box A or Box B or Box C on this
Exhibit.

BOX A:  Tobe completed by a non-business entity as defined below.

BOX B: To be completed by a business entity who has not yet compleled and submitted documentation
pertaining to the federal work authorization program as described at
http:/www . dhs govifiles/programs/ge [185221678150.shim.

BOX C:  Tobe compleled by a business entity who has current work anthorization documentation on filc with
a Missouri state agency including Division of Purchasing and Matcrials Management.

Business entity, as defined in section 285.525, R8Mo, pertaining to section 285.530, RSMo. is any person or group of persons performing or
engaging In any activity, enterprse, profession, or occupation for gain, benetil, advantage, or livelihood.  The term “business entity” shall
include but not be limited ta self-employed individuals, partnerships, corporations, contractors, and subcontractors. The term “husiness entity”
shall include any business enlity that possesscs a business permit, license, or twx certificate issued by the state; any business entity that is exempt
by law from obtaining such a business permit, and any business entity that is operating unlawfully without such a business permit. The term
“lhusiness entity” shall aot include a self-employed individual with no employees or entities utilizing the services of direcr sellers as defined
in subdivision (17) of subsection 12 of sectien 288.034, RSMo.

Note: Regarding governmental entitics, business entity includes Missouri schoals, Missouri universities (other than stated in Box C), out of
slate agencies, out of state schools, out of state universities, and political subdivisions. A business entity does not include Missouri state
agencies and federal govermment entities,

BOX A - CURRENTLY NOT A BUSINESS ENTITY

[ certify that _ (Company/Individual Name} DOES NOT CURRENTLY MEET the
definition of a business entity, as defined in section 285.525, RSMo pertaining to section 285.530, RSMo as
stated above, because: {check the applicable business status that applics below)

[ -Tama sclf-employed individual with no employees; OR

[ - The company that T represent employs the services of direct sellers as detined in subdivision
(17} of subsection 12 of section 288.034, RSMo.

I certify that I am not an alien unlawfully present in the United States and if
(Company/Individual Name) is awarded a contract for the services requested herein under

(RFP Number) and if the business status changes during the life of the contract to become a husiness entity as
defined tn section 285.525, RSMo pertaining to section 285.530, RSMo then, prior to the performance of any
services as a business entity, (Company/Individua] Name) agrees to complete Box
B, comply with the requirements stated in Box B and provide the Division of Purchasing and Matenals
Management with all documentation required in Box B of this exhibit.

Authorized Representative's Name {Please Print} Authorized Representative's Sigmature ;

] Company Name (if applicable) Date
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EXHIBIT L, continued

. {Complete the following if you DO NOT have the E-Verify documentation and a current Affidavit of Work
Authorization already on file with the State of Missouri. If completing Box B, do not complete Box C.)

BON B — CURRENT BUSINESS ENTITY STATUS

I certify that {Business Entity Name} MEETS the definition of a business entity as
defined in section 285,525, RSMo pertaining to section 285,530

" Authorized Business Entity Representative’s Authorized Business Entity
Name {Please Print) Representative's Signature
Business Entity Name Date

" E-Mail Address

As a business entity, the offeror must performy/provide each of the following. The offeror should check each to
verify completion/submission of alt of the following:

1~ Enroll and participate in the E-Verify federal work authorization program (Website:

http/fwww dhs.gov/files/programs/ge_1185221678150.shtm; Phone: 888-464-4218; Fmail: e-
verify(@idhs gov) with respect 1o the employees hired after enrollment in the program who are
proposed {0 work in connection with the services required herein;

AND

- Provide documentation affirming said company’s/individual 's enroliment and participation in the E-
Verify federal work authorization program. Documcntation shali include EITHER the E-Venfy
Employment Eligibility Verification page listing the offeror’s name and company ID OR a page
from the E-Verify Memorandum of Understanding (MOU) listing the offeror’s name and the MOU
signature page completed and signed, at minimum, by the offeror and the Department of Homeland
Security - Verification Division. If the signature page of the MOU lists the offeror’s name and
company 1D, then no additional pages of the MOU must be submitted;

AND

Submit a completed, notarized Affidavit of Work Authorization provided on the next page of this
Exhibit.

L

L]
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EXTIIBIT L, continued

AFFIDAVIT OF WORK AUTIIORIZATION:

The offeror who meets the section 285.525, RSMa, definition of a business entity must complete and return the
following Affidavit of Work Authorization.

Comes now Laura Toledo (Name of Busincss Entity Authorized Representative) as Executive Director
{(Position/Title} first being duly sworn on my oath, affirm that Center for Women in Transition, Inc. (Business Entity
Name) is enrolled and will cantinue to participate in the E-Verify federal work authorization program with respect to
employees hired after enrollment in the program who are proposed to work in connection with the services related to
contract(s) with the State of Missouri for the duration of the contract(s), if awarded in accordance with subsection 2
of section 285.530, RSMo. I also affirm that Center for Women in Transition, Inc. (Business Entity Name) dogs not
and will not knowingly employ a person who is an unauthorized alien in connection with the contracied services
provided under the contract(s) for the duration of the contract(s), if awarded.

In Affirmation thereof, the facts stated above ave true and correct. (The undersigned understands that faise
statements made in this filing are subject to the penalties provided under section 575.040, RSMo.)

&(ﬂ /@é::@ I.aura Toledo

Authorized Representative s Si gnulre Printed Name

Executive Director 10/23/14

Title Date

lauratoledof@cwitstl.org 187952

li-Mail Address E-Verfy Company ID Number

Subscribed and swarn to before me this _:(b !ch of D("ﬂ)bk{( .RDIL[ I am

(DAY} {MONTH, YEAR)

commissioned as a notary public within the County of 44 .1.1,),% , State of
[NAME OF COUR 1Y)

FYN S S0y -y , and my commission expireson 4 -{3-1%

(NAMEDFE STATE) IDATE)

r

),U'PLOL (I,L\J(I 1033 ’i\"f

Signature Whmw Date

JENNIFER QUAITE
Notary Pubtic - Notary Seat
STATE CF MISSOURI
St. Louis County
My Commission Expires: 3/12/18
Commission #14592537
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‘ EXHIBIT L., continued

{Complete the following if you have the E-Verify documentation and a current Affidavit of Work Authorization
already on file with the State of Missouri. If completing Box C, do not complete Box B.)

BOX € — AFFIDAVIT ON FILE - CURRENT BUSINESS ENTITY STATUS

1 certify that Center for Women in Transition, Inc. (Business Entity Name) MEETS the definition of a business
cntity as defined in section 285.525, RSMo pertaining to section 285.530, RSMo and have enrolled and currently
participates in the E-Venfy federal work authorization program with respect to the employees hired after
enrollment in the program who are proposed to work in connection with the services related to contract(s) with
the State of Missouri. We have previously provided documentation io a2 Missouri state agency or public
university that affinns enrollment and participation in the E-Verify federal work authorization program. The
documentation that was previously provided included the following.

v The E-Verify Employment Eligibility Verification page OR a page from the E-Verify Memorandum of
Understanding (MOU) listing the offeror’s name and the MOU signature page completed and signed by
the offeror and the Department of Homeland Security — Verification Division

v" A curtent, notarized Affidavit of Work Authorization {must be completed, signed, and notarized within
the past twelve months).

Name of Missouri State Agency or Public University* to Which Previous E-Verify Documentation Submitted:
Missouri Department of Corrections

. (*Public University includes the following five schools under chapter 34, RSMo: Harmis-Stowe State University  St. Louis:
Missouri Southern State University — Joplin; Missouri Western State University — St Joseph; Northwest Missouri State University
— Maryville; Southeast Missouri State University — Cape Girardeau.)

Date of Previous E-Verify Documentation Submission:  5/27/09

Previous Bid/Contract Number for Which Previous E-Verify Documentation Submitted: C308081001 ¢if

known})
e -7 é PR,
Laura Toledo - & R %1_- A
Authorized Business Fntity Representative’s Authorized Business Entity
Name {Please Print) Representative’'s Signature
Center for Women in Transition, Inc. _10/23/14
Business Entity Name Date
lauratoledo@ewitstl.org L 187952 o
E-Mail Address E-Vernify MOU Company ID Numbecr

FORSTATE OF MISSOURIUSE ONLY

Documentation Verification Completed By:

. O@K%«Q - 1§ 1Y

Buyef Date
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EXIIIBIT M

Page 69

MISCELLANEOUS INFORMATION

Outside United States

If any products and/or services offered under this RFP arc being manufactured or performed at sites outside the United

States, the offeror MUST disclose such fact and provide details in the space below or on an attached page.

Arc products and/or services being manufactured

. : . . Ycs
or performed at sites outside the United States?

No X

Describe and provide details:

Employee/Conflict of Interest:

Offerors who are elected or appointed officials or employees of the State of Missour or any political
subdivision thereof, serving in an executive or administrative capacity, must comply with sections
103.450 to 105.458, RSMo, regarding conflict of interest. If the offcror or any owner of the offeror’s
organization is currently an elected or appointed otficial or an cupleyee of the State of Missouni or any
political subdivision thereof, please provide the following information:

Name and title of elected or appointed official or
employee of the State of Missouri or any political
subdivision thereof:

na

If employee of the State of Missouri or political
subdivision thercot, provide name of state agency or
political subdivision where employed:

Percentage of ownership interest in offeror’s
organization held hy elected or appointed otticial or
cmployee of the State of Missouri or political
subdivision thereof:

___ %na
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ATTACHMENT 1

. VERIFICATION OF APPROVED ZONING
Iacility Center for Women in Transition
Address 721-725 Schirmer
City St. Louis
County St. Louis City

Zoning Requirement of above-named facility Industrial

T hereby attest that, in accordance with RSMo Chapter 217,430, paragraph 2, subparagraph (6), the Schirmer

Housc located at 721-725 Schirmer Street, St. Louis MO 63111, is not located in an unincorporated area of the

county or within a city where the zoning has been designated for single-family residency use or occupancy

without prior approval of the governing body of the county or city.

*Please see Docwnentation section 11 o _ o

. Authorized Signature Of Zoning Official Title Date

% e - - \
Qm [ e Dicedor 10 B4

Authorized Signature Of Provider Title Date
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STATE OF MIgsniuRl
DEPARTMENT OF CORREGTIONS
FREA ALLEGATION NOTIFICATION
PENETRATION! NON-FENETRATION
EVENT CHESKLIST -

“RESIDENTIAL FAGILITIES

ATTACHMENT 2

Page 71

RESIGHMTAAL FACTLIFY

FIFA T REA CTHCER (Hans ang Tria)

DATE AHD TIVME REFDATEL

HOPRIVOAS THE AL LETARONM REPORTE BT ety
Salt, wkhad o¥bereer. Rl amadn, sl

ALLECLATHI REFOREED B

ALLESED VG M

DATE P IILEE OF RICIDENT:

TATE OF BIRTH:

| PREA Scor:

LOCAFION OF IKC|DENT!

ALLEGED PERPETHAYON:

BATE GF DS

PERSOHN TO BE NOTIFIED FERAOH HOTIFIED DATH TIME "ﬂ{':;m":ff,?xi';”& Pgﬁ;ﬁﬁ?ﬂgs
B N EVENTS
%EOII?EFNTML FACIATY Irnadiate Irnbdtate
e T
fanky vt pemetratiom) mnadiste - I A
MEMTAL HEALTH FROVIOER - immadtate Mextbualness
ErSinERaNEE OF LAlEar Imimadiale Next buslness
REGIONAL AUMIRISTRATOR Immealate Hext busineoe
GHFARTMENT FREA ot Eman

DATE AMD THIE TLENT LEFT FACITY

MR AN TIRE WG IR RETLRARED FIRON FORMNELS BUARMMATION

ﬁr :A:m:uefF m:u‘n CORKIRHEER, F4AIFT SLPCAMBOR

WO =02 (O8-13}

- T METRIBON: GRIGTNAL » CRIEF ADHIRESTRATIVE QP FIGER  GORY s BITE PRI LoURE HATGR

DATE

PAMIEIOF B
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- STATL OF MISSOLUR)

DEPARTMENT OF CORRECGTIONS

PREA ALLEGATICN NOTIFICATION PENETRATION! NON-PENETRATION
EVENT GHECKLIST - RESIDENTIAL FAGILITIES - (CONTINUED) :

r———

1. Where did the inciient ar allagsd Incident ccour?

3 in tha vietim's room {if the viclirn and parpatralor shara a room, count as the victin’s reom)
[ in adormitory or ether inoliple housing unall

[} in & prograin service area {commissary, kitchen, sterage, faundry, cafelerta, workshap)

[T oukide tha !aciiil‘f bul on fackity grounds

(] Other-specliy: §_

2, What time did tha Incidant or allaged Incident ocour? {select all that apply}

£ 1 Moming (8 am. o neon}

[ Afterneon {noon to 8 pan.)

T Ewvaning fa p.ﬂ;. ta midnight}

[] ©vernight gmidnlght to § a.m.}

. 3. Numbar of victima or aileged viclims Involved n the incldent? {f lheme wera more than ona vietim please aote addiltonal vistime

aga, gerder and race In the comment! seclian) |

4. Domographle fnformatlon of vigtims or altoged victims: @f more than cna viclim ploase nak addittonas demegraphie information in
the camment zaction} )
Aga al tha Umae of Incldent: :} Gender | ]I
Raea fathrle orgin: . . j

B. Did fhe victim or aileged wletlm sustamn any physleal Injuiry during the Incidant? [ ves i1 No M s

FJ Broken bones El mternatinfuries
[l Anstar vaginal teasing {7 Knocked unconsclols
[} chipped or knocked out laelh [} Bruisss, bisck sys, sprains, cuts, scratchas, swalling, walts

{1 Omer-spaciy: L

| —— ]

G, I tha vietim op alleged vieUm recelvod Injurles, did e vietim ronalve madieal traattnant for tha Injurkes?

I vas [ wo T}t

7. Wha reported the meldant or aileged incldant? (salact all that appiy}

[ Vietm [[J Medical ar Mentat Heahh stat membor

[ Ancther offendsr {non-vietms [ instueter or Teacher

{7} Famlly of wetim [7] Counselor e

] Residantial statf mahber [ Other - spaciy: ~ l

. MO0A1A802 (G813 TIRTAIBUTGH: CriaIFAL - CH £ AWMETRATAE OFFICER COPY - SITE PREACOURINAYOR - PAGEIDFS
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STATE OF MISSOURI
DEPARTMENT OF GORRECTIONS .
PREA ALLEGATION NOTIFIGATIGN PENETRATION/ NON-PENETRATION

EVENT GHECKLIST - RESIDENTIAL FACILITIES - {CONTINUED)

T

8. Afier the incldant was reportad, was the vicim or zllaged vicim: {setaclail at apply)

{1 Given e medical axamination ] Tested for other sexually ransmitied disessss
[ Administersd & repro kit _ [ Provided with counsaling of mental health kroalmant '
[ Testod for iV 1 AIDS [ Mone of tha ahovo

8, Aramadical recerds partaloing bo this incident includad with the file material attzehed Jn tha waster raport folder?

[T Offendsr on Qifender [0 Stafl Mentler an Offandar
[]  Nan-consensual Sexual Acts [ Sexual Misconduct

[J  Abuse Sexual Contact [1 Sexual Harassmenl

T T

1. MHow iMany paspateators or alisged perpofrators ware [nvoived in fhia fneldani? (if thera wore more than one perpeiratar, plaase
note adeilional pametraters’ age, gender and raca in the comment sagtien) o

- 2. What was the altaged perpoteaters gender? I Fomate ] Male

3. Demographic nformallen of perpetrator:

Age at the time of incidant. _ i Gapder [

Race or gthnle adgln: ! - |

4. What was the nature of the lncldent or allegad incidant? (select all that apply}

1 vauntery sexual contact betwesn adulle

{1 Unwanied toughing for sexva! gratlﬁcaﬂo;z

{1 Pressuro or coarclon (vilirout foree) rasuilliig In a non-consansval soxus! act
[ Physieal foren for the Ihraat of force) resviting in a non-consensoal sexusl ack

&, What type of pressure or ghysical force was used by the patpetratar or aileged patpoirator on thie victim? fsetacl all that appiy)

[0 Persuasian or talked into soxual aclivlty 1 Physically held victim downy or restrained fn some way

[ Bnbery or btackmail L} Physically hamed or Wjursd viclinz

f]  Gava viettm drugs o atcchel ] Threatenad wih

[} Otfered pretactian fram olher offenders D Other - spaclfic: | —]I
[ Threatened wilh physical hetm [l Mane '

MO M-4887 {340 DIRTRIEUTION: ORIGIHAL- CRIEF ADVIMITRATIVE OFFICER GOFY - 3ITE PREA COQROINATCA PACEIOF S
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STATE OF MISSOURI
DEPARTMENT OF CORRECTIONS
PREA ALLEGATION NOTIFICATION PENETRATION/ NON-PENETRATION

EVENT CHECKLIST - LITIES

1. Whalwas the nature of the Ingident or aflegod Incklont? {sslect ali that apply}

_| Prysieat force resuliing 1n 2 non-consansual sexual acl

Prexsure or shuse of power resulting bn a non-coasensual soxuat act

Indecant exposure, hvasion of privacy, ar veyeurism for sexual gralifcation
Unwantsd touching for sexuval gradification

Sexuat harassment or rapeated verbal staloments of a soxuat rature by stalf memer
Sexual rafationship betwean offandar and stalf mamber that appoared {o be willing

Lave? ol coarclen unknown -

D020 0oo

_!

2. Howmany ataff mambers were Involvad or affegod to have bean nvolved In the aldont? {f more thao one slaff mamber was
fnvelved in the nsidanl nota siaff member damographies in tha commant sastion) i
L e [ e————————— - T ——— |

3. Demographic infarmation of : talf mg;{b_agmmmm‘r fo have th Invoivatt in the Incldents ..
Age at the me of incldont: T Gander; _ I

Racs § olhnic efigin: | ]

Other - spacify: l

4. Which of the followling doscriizas {ha stalf marnibier tirat was Involvad or afteged te have boon livelvad in the [neldent:
{saleet a1 that apply)

M Fulor par!-ilma pald amployee

[] contacleg etnployee or vandor

3 vehmteer orintera I
O3 Other - speclly: L —

5, What was tha primery posltion doacrption of the stafl mamber iyvelvad or afloped to have beun involved In the Incldenst?
{selacl &) Ihat apply}

Adnynigiralor

Supamvislon stafl membar

C!9rical_ including sacrefe] _I{:!EIRS. phonists, and other adminlsteative support
Maintenance and oiher facliity support staff memgars, including grotnds keepers, jantoss, cooks, and deivers
Education staff mernbers, Includlhg Instryctors, taachars, thradans, and educalion assistants

Giher pregram staff members

O 0 e O

Gdher - spaclfy: E_ . : l

MO BT (C8-1T) CIATAIALITION: OFUGTHAL - OFFEF ADNINES TRATIVE GFFIGER | GOPY - GITE FREA TOGROWNATOR PAGE TCF 2
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STATE OF MISSOUR

DEPARTMENT OF CORRECTIONS
PREA ALLEGATION NOTIFICATION PENETRATION! NON-PENETRATION
EVENT CHECKLIST - RESIDENTIAL FACILITIES - (CONTINUED)

p—

Staif Member on Offender Sexual Abuse (continued):

5. Any other Intenttonal contact, aither directly or through the clothing, of or with the genitalta, anus, proln, breast,
inner thigh, or the buttacks, that Is unrelatad to officlal duties or where Ihe stalf member, contractor, or voluntear
khas the Intent te-abuse, atouse, or gratify sexval desire;

6. Anyattempt, threat, of request by a stofl member, cantractor, or volunteer to engage b the activities described In
paragraphs 1 thraugh 5 of this definition;

7. Any display by a staff member, contractor, or volunteer of his ar her uncoverad genltalia, buttecks, or breastinthe
presence of au offender, detalnee, or resldent, and

8. Vayaurisrm by a staff member, contractar, ar volunteer which Is an invasion of privacy of an offender, detalnee, or
resldent by staff for reasons unrelated to official dutles, such as pesting at an offender wha Is using a toilet In his
or her cell to pedorm hodlly functions; requiring an offender to expese his or her buttocks, genitals, or breasts; or
taking images of all or part of an offender's naked hody ar of an offender performing bagily functlons.

Offender Sexual Harassmant:

1. Repeated and unwelcome sexual advances, requests for sexual favors, ar verbal comments, gestures, or actions of
a deragatory or offensive sexual nature by one offender, detainee, or resldent directad toward another; and

1. Hepeated verbal commments or gestures of a sexual nature to an offender, detaines, or resident by a staff member,

contractor, of voluntear, including demeaning references to gender, sexually suggestive or derogatory comnents
about body or clothing, or obscere language or gestures,

*{t Is reqrutred to notify amergency medleal personnel by phone for all allegations of sexual penetration defined
as a sexual activity that Involves the entry Into the vagina, anus, and/for mouth, however slight, with a body
part or an oklect. All other allegations of sexual abuse will he investigated and farwarded ta the Chlef
Administrative Offlcer of the [lalson distrct.

WO W 592 815 SISTRIBUTION: OROPAL - CHIEF ACKINIGTRATIVE CFFICER | GGRT «51TE PREA COURDINATLR FanEA0En T

IR QTATE AL RN IR
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ATTACHMENT 3

Page 76

MONTHLY FIRE / TORNADOQ DRILL REPORT

Facility Type of Test ___Fire _ Tomado
Date of Test I S S Time of Test T S S
Staff present and participating

All in-house residents participated __Yes __ no

If no, explain

Emergency Lightening Operational

Were all exit lights lluminated

Type of warning device utilized to call drill
Manual Automatic Bell

Verbal Intercom/Speaker Other
yes no
yes no

FIRETORNADO bRILL

1. Were fire extinguishers / smoke alarms served to confirm operational status ___yes _ne
2. Were fire routes posted __yes __no
3. Was roll taken at assembly point __Ye&s __ho
4. Total time for complete evacuation minutes
5. Note any problems encountered or identified

ANNUAL EMERGENCY DRILL
Date of Test ! f Time of Test [

Staff present and participating

Type of Annual Drill Condugted
Attempted suicide

Carbon monoxide poisoning
Death

Flooding

Medical emergency

1]

Staff Signature

Bomb threats

Collection, control and testing of suspected illegal contraband
Earthquakes

Hazardous material/chemical spill

Hostage situation and Riot disorder

Reviewed By Date /| 1/
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ATTACHMENT 4
Warrant Checklist
Before declaring a resident an “absconder” and contacting the Department Command Center in Jefferson City,

the following places/institutions must be first seqiched or contacred, Please initial and indicated the time the
following contacts were made.

QOffender Name Date Time am/pm

Employee Time Place/Institution
Initials

Visually witness offender depart facility without authorization.
Sign In/Sign Out log checked.

Time of scheduled return:

Facility checked including outside grounds.

Call to report to front desk

Call to reported destination

Call to employer (during employer business hours)

Call to identified support system (family, significant others, etc.)

Check with county detention center.

Check with Local/municipal detention centers

Check with offender's emergency coniact number (focal only)

Emergency Room check {must check all in area)

Time determined an absconder

Warrant approval by

Call to Command Center (800-816-8199)
Time
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ATTACHMENT 5
. OFFENDER COMPLAINYT

If additional information is needed — altach to this form.
Cffender Name Number
Supervising officer Date / /
OFFENDER COMPLAINT:
Offender Signature Date / !

FACILITY PROGRAM DIRECTOR RESPONSE
Date Received  / / Date Reviewed / /
Directar's Signature
taccept the decision madeon __/ /  Offender Signature
(date)
| wish to appeal the decision made on / / Offender Signature
(date)
STATE AGENCY REPRESENTATIVE RESPONSE

Date Received / ! Date Reviewed [
Signature
{ have received and reviewed the response of the Depariment on / / (date)

. Oifender Signature
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ATTACIIMENT 6
Disposition and Release of Personal Property

Offender Name DOC Number

(Release of Property)

In the event of my discharge from the transitional housing facility, 1 understand that every attempt will be
made 10 release my personal property to the person listed below.

Further, | understand that if my contacts listed do not pick up my property within 30 calendar days it will
be disposed of by the transitional facility.

Release to:

Name Relationship
Address

Telephone number Alternate Telephone Number

Alternate Contact for velease

Name Relationship

Address

Telephone Number Alternate Telephone Number
(Release of Money)

In the event that | abscond from my assigned transitional housing facility, | understand that all monies in
excess of fees and court costs owed shall be considered forfeited.

All money in excess of fees and court costs owed shall be farwarded to the Missouri Department of
Corrections.

Offender Signature Date

Withess Date
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ATTACHMENT 7
Caonsent for Release of Confidential Information

Offender Name: Numbetr:

I, , 4 participant in

, herehy give consent for the

release of all information relative to my program participation including but not limited to: progress; work
place and performance; violations; attitude; behavior; dates of treatment; nature of discharge; social
history; community involvement; drug, alcohol or other treatment; problems; breathalyzer testing; drug
test result; medical care and treatment; mental health care and treatment; and any information that wouid
affect my successful reintegration into the community), to the Missouri Department of Corrections,

Division of Probation and Parole.

I understand this consent will expire one year from the signing date, unless I revoke my consent for release

of snformation earlier.

Offender Signature Date

Witness Signature_ Date
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Attachment 8
TRANSITIONAL FACILITY PROPERTY INVENTORY
Offender Name __ Number ___. EnotryDate /.
Inventory Changes Date(s) Offender Inittals Staff Initials
1 /
/
f e
1= Iaitial Item A= Added Item R= Removed Item
ltem Amount Hem

RERRRRERIRERRIRRRRERARD }

1 verify that this is all of my personal property. | understand that I must update my inventory list if { add or
remove any items from the transitional housing facility.

Offender Signature Date / /

Witness
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ATTACHMENT 9

INTAKE CONFIRMATION

Date of Arrival / / Date Orientation Compieted  / /

t have read or have had read {0 me the rules under which | am expecied to abide by while a resident of
_ - . I have been given the opportunity to ask any gquestions
regarding these rules and understand the possible consequences if | fail to abide by these rules.

My initials and signature below verify that | understand the following:

The Emergency Procedures (tornado, fire, etc.)

Program Expectations

Compiaint Procedures

EalD U

Medicat Procedures
Responsibility for expenses

Standards on medications

Medical Resources/Addresses

Savings

Pass/Free Time Procedures

Meals/Sack Lunch Procedures
Absconder Warrant Process

W N o0

Cansored Materials Rules

10.  Participated in Facility Tour by staff person

I have been assigned as a case manager and

as a Probation and Paroie officer.

Resident's Signature Date

Staff Member's Signature Date
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FOOD ALLOWANCE CALCULATION FORM

Offender Name:

Page 33

ATTACIHIMENT 10

Offender Number:

Date:
Staff Name:

Net Income

{As noted on paycheck stub or disability income statement)

» If paid weekly muitiply by 4.33
« If paid bi weekly muitiply by 2.167

Net Monthly Income =

Subtract 20% of Net Income
{Net Monthly Income multiplied by .20] -

Subtract Gourt Ordered Fees -

Subtract Court Ordered Child Support -

Subtract Standard Deduction

Equals Adjusted Income =

$142.00

Use the Food Allowance Chart te determine the food allowunce to be provided to the employed resident.
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Attachment 10 cont'd

. Food Allowance Chart
' Adjusted If paid jr If paid | If paid Weekiy
| Monthly Monthly ,f Bi-weekly {
L. Income .f —
! 0-30 195 [ 90 45
(3160 | 186 i = 86 e 43 .
f 61-80 foo.x78 1 82 I > S
f 8i-100  , 172 | 79 o 40
__101-120 167 ]l 77 ! 39
,___121-140 160 | 74 1 37
. 141-160 154 17t { 36 |
| 161-180 148 68 . 34
(___181-200 | 142 66 i 33
| 201-220 136 63 } 31
| 221-240 ! 130 60 ; 30
_ 2431-260 | 124 57 | ____ 29 !
261-280 | 118 [ 54 [ 27 |
281-300 | 110 | 51 425—1
301320 1 7106 49 24
| 321-340 ! 100 i 46 23 |
_____ 341-:360 | 9443122+
® . 361-380 | 88 | 4l 20
_____ 381400 | 8 | 38 19 |
401-320 | 76 35 i 18 |
|___421-340 | 70 | 32 | 16 |
___441-460 |/ = 64 | s S N s
"_mé_ﬁq____’. _______ 58 R 27 3
481-500 | 52 H 24 ! 12 |
___ 501-520 | 46 : 21 | 11 i
521-540 | 40 P 18 9 ]
___541-560 | 34 ! 16 I 8
561580 | 28 | 13 | 6
%%%%% 581-600 | 22 ! 10 | s §
mmmmm 601-610 | 8 I 8 I 4
__611-1490 | 16 N 2N a____ )
Over 1490 | o : o 0 i
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. __Random

___Targeted

DRUG TESTING LOG

Month 20

Page 85

Attachment 11

OFFENDER NAME

OFFENDER NUMBER | DATE SUBMITTED

DATE RETURNED

RESULTS

[

S— i
[
555555555 L
|
- {rq
)
(R N

—_— =

________ N —

———————— e ———— —— &

-




RFP B37Z14318
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ATTACHMENT 12

Page

RFESIDENT'S NAME _ . WD .. o _._
WORK/IOB SEARCH DEPARTURE | EXPECTED RETURN | EXTENSION ACTUAL RETURN
DESTINATION | ADDRESS I PHONE TIME | OATE EXPECTED IIFDATE STAFF REVISED _] STAFF ACTUAL DATE BA ; STAFF RESIDENTS
| our ! RETURN INT. EXPECTED | INT, RETURN ! INIT. | SIGNATURE
! f TIME | RETURN | TIME ;
| ! | TIME |
T 1 1 5
: i | |
[ N IO AN SN I SN [ S
B { B a i -1 i
| |
|
|
- _ SR A I 71 ===== __,____# ....... S I N S I R
| I i I
| | I I
__________________ —_— : N e e I A e
| i | |
| 5 : |
_______ —_ T —, — —— —h{»—_.___.___[rh__-—-.——-.Jr—-.——-.——-.——_——h——._-d
f ! t (
[ ! f {
i ! ! e
PASS/FREE TIME DEPARTURE { EXPECTED RETURN | EXTENSION ACTUAL RETURN
DESTINATION | ADDRESS PHONE TIME Jr DATE | EXPECTED | DATE | STAFF | REVISED STAFF [ AcTuaL | DATE | Ba | STAFF | RESIDENT'S
! ouT RETURN INT., EXPECTED | INT. RETURN } L InIT SIGNATURE
} TIME RETURN TIME |
! TIME I
1 i
| [
| |
[ —_—t———— | — i — ey
[ J {
|
_1 _—— g — -~ I —— P I I[ e —
{
| | | |
I {
-~——~————[L ——————— q____T e~ -t + -t
| ; ?
»——q_—_u—-_-—-_-.—?_-_—-_-.—-_—-.—-_-.i._h_.m——_ + _— . . --———f—— 1 - ]
r ! !
r ! a
R L !
COMMENTS:
CASE MANAGER: RESIDENT'S NAME ROOM #:
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ATTACHMENT 13
PASS REQUEST

.)ffender Name Number Date __ /[ _J

I request approval for a pass during the foffowing period. | will stay at the address listed and the personys) with whorm
| am staying wilf knaw my whereabouts at all times. { wilf remafn at my overnight pass destination specifically between

the fours of 10 p.m. and & a.m. each and everyday unless special permission is granited fo do otherwise. | understand

that viclation of these conditions may resuft in cancellation of the pass and disciplinary action. { also understand that

{; m%x‘/ be contacted at anytime while on pass to verify my presence at the location or to be requested fo retum to the
acility.

PASSBEGINSAT ___ . _am/pm On (day) (date) __/ /.
PASS ENDSAT ___ :  am./p.m On {day) (date) _ / [/
TOTAL PASS HOURS

8. DESTINATION
Name Relationship
Address City Telephone { )
Currently Employed Yes_ No_ _ Hoursweekly _ Date of Last Paycheck __/_ /

Resident’s Signature

@

Pass Recommended by (Case Manager)

Approved by __{Probation and parole officer}
(Liaison Signature Required if over 3 hours)

L _ _ . @ . __ __ __ _____ ]

SIGN OUT:  Resident’s Signature
Date / / Time : a.m./p.m. Staff Signature

SIGN IN: Resident’s Signature

Date f / Time : a.m.J p.m. Staff Signature
e _ _ _ __ . _

Contacts {Include date and time)

Staff Signature
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ATTACHMENT 14

Offender Medication Log

Case Manager

Offender Name

T T T T T T T T
NN
‘ I ! ! _ q
| | | J _ ﬁ
3 ! |
h _ | | j [ !
c
g | | L | _ | |
£ B | ﬂ “ ﬂ
] _ H ! |
G | ! _ ﬁ ! “ _
O ) ! | | _ |
| o | “ | |
) __ _ | ! | !
| D | | | | |
I _ ! _ T I A ms st A A S
@l | | ! | “ ! j
K] o | | i | |
&= b ! “ ) H
!
£ | ! j | A h
AN - | { , | __ L /
_ 7 f _
- _ ! _ _ | !
_
] i ! | I |
- fm“ | _ | | [ __
o .m__ ! f _ [ f f
W “ ! t | “ “ !
E o ! [ | !
0 I_ _‘ — “ __ J __ !
_ | ] L _ |
- | — —
o C ] “ 1 | |
b g | [ | i
_ ! _ _ “
[ ity ! | | I t i i
3 £ | ! ! _ f f !
X L | | L |
! ! h
] f !
< o _ | ! , _ i !
R _ | | “ | _ |
-1 — l*-frfTJ}a s e S e e T ) S
Q | { _ | “ [ i _
E | b L b
= { | ! |
—— ! | | I ! J f
& | L “ | | i
J
S “ o “ | _ “
| | _ ! _
||||| T|;||L...|rll_|J||h|..I|J|._,|r|Ir||l||_[|,I [ { N SN SN
| | | | f r t ]
@ _ ! ! ! ! ! J
o i
g | o “ | | |
S TR s e s s s s e A s
_ _ h ! | ! h | “
| ! _ _ | _ _ _ !
.f.. m_ __ “ | __ d
O = _ __ “ _ ]
28 " | | _ |
! _
-4 _ [ f | ! _
3 - | | | |
=| ﬁ ! ) ] | _ |
_ | | _ /
[ | _ | [ [ ! ! _
i i _ _ 1 i f ! ! _
{ H _ _ Lo | S P | N
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ATTACHMENT 15

. REDUCTION/WAIVER OF SAVINGS

OFFENDER NAME: DOC Number

The above individual is alfowed to reduce / waive savings for the pay pericdending ___ [/ __/ __ as determined by
department representatives:

Savings waived entirely
Offender is o pay savings but must retain $15.00 for employment purposes

Othet

The justification far this determination is:

Probation and parole officer signature Pate f {

.CC: File

Residential File
Monthly Billing and Invoice
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ATTACHMENT 16

REQUEST FOR SAVINGS WITHDRAWAL

Date:

Offender Name:

Employment:

Employed: yes no

Company Name

Amount in Savings: Amount Requested:

Balance after withdrawal:

Reason for the request:

L2

Offender Signature:

Approved: Denied:

Reason for Denial:

Case Manager Signature: Date:

Probation/Parole Officer Signature:
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ATTACAMENT 17

. REQUEST TO OPERATE A MOTOR VEHICLE

Offenders May be granted authority to possess and drive a metar vehicle while at the transitional housing facility if
advance written approval is provided by the state agency pursuant to criteria.

! hereby request permission (o operate a motor vehicle for the following reasons:

P ————— —— e — — ]
| understand that if permission is granted, it wilt be a privilege; and abuse of the privilege will result in the immediate
termination of my driving privileges and could result in my return to the Missouri Department of Corrections.

Offender Signature Date / /
Witness Date / /
——— e ———————
. VYEHICLE/ OPERATORS INFORMATION

Expiration Date / /

Operator’s License Number

Expiration Date / /

insurance Company

License Plate Number

Owner of Vehicle

*Offender must provide proof of fiability insurance with application. A copy ef the insurance fuce sheet, driver’s or chauffeur license (both Sides} must
accompany this report.

———

DEPARTMENT APPROVAL / DENIAL

Approved Denied

Department of Corrections Representative Signature

Date / {
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ATTACHMENT 18

AUTHORIZATON FOR RELEASE OF INFORMATION
{Employee)

TO WHOM IT MAY CONCERN:

I bereby authorize and request releasc to the State of Missouri, Department of Corrections, any and all records and information,
including, but not linmted to, originals or copies of any records, documents, reports, criminal history record.

T understand that the State of Missouri, Department of Corrections, may conduct and/or review a background investigation before
rendering a decision regarding my ehgibility to perform services for the State of Missouri, Department of Corrections, and that
this avthorization is a part of that investigation.

[ voluntarily agree to cooperate in such investigation, and release trom all liability or responsibility the State of Missourt,
Departmient of Corrections, and all other persons, tirms, corporations and institutions supplying the above requested information.

Applicant’s Name (Plcase Print) Date
Applicant’s Signature. Birth date T

Applicant’s Social Security Number
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ATTACHMENT 19

. STATE OF MISSQUREDEPARTMENT OF CORRFECTIONS
CONFIDENTIALITY OATH

I will nat reveal the condition or alfairs of any person, firm or institution in this State, or any facts pertaining to same that may
come to my knowledge by virtue of my work, unless required or authorized by law to do so.
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ATTACHMENT 20

__Supplemental
YIOLATION REPORT

____________ RFCENTER _ _ _ _ _ _ _ _ _ _ _ _ _ _ REPORTING PARTY
RESIDENT._ _ _ _ _ CASEMANAGER:_ _ _ _ _ _ _ P.O. e
NUMBER: _ STATUS: PARQLEE __ _ _ CR_____ PROB INTERSTATE ONLY
NATURE OF VIOLATION
ARREST: Arresting Authority: Datee _/ { Charge: ___
DRUG USE: Results: {(+/-) Substance: __ _ _ _ _ _  _ _ _ Date Sample Taken: _ /  / _ DateReturmed: ¢ _f_
ALCOHOL USE: Breathalyzer Reading _ _ % Date Tested: __ ¢/ _ Time: _ . am.ipm.
AWOL:
Date Resident {eft faclity: 7/ Time: _ am.!pm
Status when resident left facility AWOL PASS EMPLOYMENT _ OTHER_ _
Scheduled Return: Date: _ _ /. Time ___amipm.
Actual Refurn Time: Oate: __ /. _/_ Time : am./pm.
TOTAL TIME AWOL: Hours Minutes _
COMMENTS:!

OTHER VIOLATIONS:

. Nature of Violation __

Date / Time of Occurrence ! ! . i amipm
EXPLANATION
{USE REVERSE SIDE IF ACDITIONAL SPACE IS NEEDED)
VIOLATION INTERVIEW

{If necessary, submit supplemental report after interview is conducted)

Date of Interview:

Time of Interview:

“RESIDENT MUST BE INFORMED HIS/HER RESPONSES MAY BE PROVIDED TO THE COURT/PAROLE BOARD

RESIDENT'S RESPONSE

ACTICN PLAN/ICONSEQUENCES/RECOMMENDATION

Resident Signature

Witness

.Submmed by

Dalel Time Submitted o P.O. _ [ | ; am./pam.
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ATTACHMENT 21

INCIDENT REPORT
. _ RF CENTER REPORTING PARTY
NATURE OF INCIDENT:
Resident (s) involved/Affected
Time of Occurrence : am./pm. Date / !
Staff were first aware af incident Date __/ [ Time ___.  _amfpm
INJURED PARTIES:
Ambutance Summoned yes__ no__
Fire Department Summoned yes__ no___
Police Summoned yes__ no__ Police Report #
Nature/Status of Injury/lliness
. Location of Injured parties at the time of report

CIRCUMSTANCES

(USE REVERSE SIDE F ADDITIONAL SPACE IS NEEDED)

NAME OF WITNESS

SUMMARIZED STATEMENT

DOC VERBALLY NOTIFIED DATE / f Time : a.m. {pm.

Name of Facility Staff person verbally notifying DOC

Name of DOC staff notified

SUBMITTED BY DATE
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ATTACHMENT 22
o SAMPLE TRANSITIONAL INVOICE FORMAT
Submit To: Missouri Department of Comrections
Attn B
P.0. Box 236

Jefterson City, MO 65102

Pravider: (Provider Nume, Address, Contact Person, & Telephone Number]

Invoice Number:

Contract: (Contract #)

Service Period: (Month, Year)

PART 1 -TOTAL NUMBER OF AWARDED TRANSITIONAJL HOUSING SLOTS FOR THE INVOICE PERIOD:

A, Number of § x | B. Number of Daysin [ = } €. Total Number of Awarded
Transitional MonthInveice Period Transitional Housing Slots for
Housing Slots the Invoice Period
Awarded

® x

PART 1] - MAXIMUM SLOT OVERAGE ALLOWED:

A. Total Number of §x [ B, 10% (103 = § €. Maximum Slot Overage
Awarded Transitional Allowed

Housing Slots  for  the
Invoice Period (Parl I, C)

x §.10 =

PART I — INVOICE TOTAL DOLLAR AMOUNT:

A, Total Number | + I B. Slol Overage (Must be { x } C. Firm, Fixed Unit | = | D. Inveice Total Dolar
of Awarded less than or equal to the Price Per Transitional Amount
Transitional Maximum Slot  Overage Housing Slot as Stated
Housing  Slots Allowed (Pact 11, C) on the Pricing Page of
for the Invoice the Contract
Period (Part I, C)
-+ X =
Signature o Date_
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STATE OF MISSOURI

DEPARTMENT OF CORRECTIONS EMONTHJ’YEAR r
PROVIDER SERVICES I lL
b
{N“AEE“O? PROVIDER: BDDRESS: T T
o o e
[TYPE OF SERVICE PROVIDED: ONTHLY CONTRACTED AMDUNT:
|
Y Y- S EY o Y N » Y | _Ef““r“““ﬁ_‘[—?s.““T
QFFENDER NAME [ DOC NUMBER | REFERRAL | DATE ) ACTUAL | 15THDAY OR TOTAL |
CODE | ENTERED | RELEASE | DAY EMPLOYED | NUMBER OF [
[ i ' DATE | | DAYS [F
| ! |

___________ R R R | o R
TOTAL MONTHLY UNITS CONTRACTED FOR: (ACTUAL DAYS IN CERTIFICATION SIGNATURE & DATE, FACILITY DIF
THE MONTH X TOTAL SLCTS CONTRACTED)

________________ J— S ——

LESS: TOTAL NUMBER OF UNITS SERVED:. (COLUMN G}
. | _ e
[TOTAL NUMBER OF UNITS OVER/UNDERUTILIZED AGENCY CERTIFICATION SIGNATURE & DATE
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Center for Women in Transition Organizational Chart

l Board of Direct:rs—l
!

Executive Director, Laura Toledo

T
]

Director of Restorative Programming

Jewell Donald

Schirmer Facility Director Development Director
Carrie Coats

Sarah Gyorog

Advocate Director
Barbara Baker

]_._._._._..___.__..____...,.___._.__.___,___,__,,,,_,,__,,,,,,._..,._.._.._,._.._.__M..“..____,.,...

Employment/Life Skills

R

Specialist
Vacant

I
I

House Manager Supervisor

Mark Parker

Case Manager

Latonya Rivers

Schirmer House Managers

Rowena Wright, FT
Barbara Richardson, FT
Debbie James, FT
Linda E. Smith, FT
Lori Reed, FT
Vicki D. Torrence, PT
Christina Jones, PT
Debra JoAnn Carruth, PT
Reneta Grant King, PT
Molly L. Price, PT
Andrea Woods, PT

Client Services Director

Case Manager
Stefanie Moore

Robin Davis

Courtois House Managers

lanette Holemon, PT
Elaine Ellis, PT
Dawn Smith, PT




Center for Women in Transition: STRATEGIC PLAN/ACTION ITEMS 2013-2016 (FYE 2014-2017)

Vision: The Center for Women in Transition will be a leader and model in the St. Louis area for pramotion of restorative
practices in the community which will bring responsibility, heal harm and empower individuals to be successful
members of saciety.

!
!
!
!
!
!
!
!
!

o e e s

Mission: The Center assists women in the criminal justice system in making a successful transition to their famities and
communities through practicing and promoting restorative justice.

iCore Values:
Solidarity

In a spirit of mutuality, non-judgment and fidelity, we support and challenge each other to grow on our respective life journeys.

P ositive Attitude

Facusing on strengths and believing in the ability of people to change, we seek win-win solutions that restore dignity, sclf-respect and right
relationships.

lntegrity

'We strive 1o be consistent in word and deed as we serve our values and our mission.

Responsibility & Accountability

We take ownership of our actions and fulfill our commitments, recognizing our ability to make choices and utilize our own power for good.

Inclusion

‘We engage all stakeholders in the decision making process as appropriate, recognizing that diversity and participation strengthen our
organization and comimunity.

T ransformation
Using restorative practices and recognizing that we change in unique ways and in our own time - we promote development of ourselves into
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e practices platform to lnclude
Objectives Measurement/ Tﬁme{ine Responsible Staff/  Suggested Action Steps
___Deliverables Board
1A) We will detail a RP [Detailed RP platform Reviewed at least o RP committee 1. RIC, working with RP committee & others, will
platform based upon that ievery 6 months e Executive director develop a broad RP platform for the Center’s
definition to outline our {Sept 2013, » R] coordinator | work, interactions and expected resuits.
work and expected lMarch 2014, Sept » Board of directors 2. RP committee will obtain board approval for the
results. 2014, March statement and platform as they relate fo Center
2015, Sept 2015, | policies.

1B) We will create, adopt Manuals, handbooks, Sept 2016) 3. The current Board and all new members wiff be
& implement policies that policies & procedures educated about the RP definitions and Platform. |
integrate the RP platform. | 4. ED, RIC, and RP will lead effort to review and |

1 update handbooks, manuals, and policies & {
1C) We will expand } procedures to assure RP language and practices |
communication to the ! are engaged. They will outline and prioritize
community about RP : which documents are revised in what order.
practices at the Center \ 5, ED & RIC will embed restorative practices into
and their effectiveness & E human resources activities including hiring,

orientation, training, discipline, reviews and
recognition

Staff & board wil incorporate restorative practice
definitions, language, principles, & expectations
into board, staff & mentor orientation & training.
RP committee will review RP platform regularly &
offer guidance for change if needed; will also
monitor and offer guidance of palicy & procedure
revisions.

8. RIC, working with RP committee & others, will

{ develop a process (Case Net/DOC Offender |
{ Search) to track statistics of re-incarceration.
t 0. Reinstate Alumni Program

t 10. Collaborate with Development Committee for
communication efforts.

quality.

N




Center for Women in Transition: STRATEGIC PLAN/ACTION ITEMS 2013-2016 (FYE 2014-2017)

2A) We will assure that all
Center programming
aligns with the care
values.

100% of programming
delivered will align with
core values as evidenced
by internal review by staff
2C) Clients will report that|and RP committee.

Center services have been

ngoing as clients
‘Ieave the
program, begin
measuring after

v 8 & @

Executive 1.
committee
Board of directors

2.
Executive director [-
Staff members
RP committee

ED, and statf will assure programming is based upon
core values, with guidance from the RP committec,
Programs will be adapted as needed to fit core values.
ED will continue to monitor programs & activities to
assure continued alignment, gaining input from statt.
As new opportunities arisc for programming, ED, RIC
& RP committee will evaluate potential fit with core
values and programming.

3A) The board will utilize ’Board members report
RP ta govern and make lincreased satisfaction with
decisions both as a body |poard effectiveness on

Bd evaluation

restorative, supportive ‘CI ient surveys/interviews 3. :cegzigograms will be approved by the board as
and effECt.Ne In.hE|p|ng . Clients will complete surveys/interviews to gain their
them attain their goals. [ fecdback about the services they received.

f 7. (Currently practiced in Talking Circles and Exit

L Interviews.)

! Implementation, » Board president 1. Board president will assure that the board policy

Executive cammittee
Board of directors

manual and other governance materials utilize RP
language.

and in committees. jannual board evaluation. [2013 » Executive director |2. Executive committee will review committee
| structure & functioning to embed RP, obtaining
3B) The staff will utilize Implement review full board approval on changes.
RP in communications, [Staff reports at least annually 3. The Board will utilize restorative practices in
\interactions, prablem- | making organizational decisions.
Fofving and meetings. | 4. Board president will utilize RP when conducting
meetings.
f ( 5. The Board will design & use a method for gaining
f ( and incorporating input/feedback from board
| members,
f 6. ED will implement a method for staff meetings
( } which incorporates restorative practices.
/ J 7. Staff will give feedback about meeting
} J [ effectiveness.
1 | | |
14A) We will sustain the  'Delivery of mentoring Measured each |s RP committee 'rl. Program staff will continue to deliver mentoring |
}nature, quantity and and basic support quarter from s RJ coordinator and basic support services. [
}quaiity of current beginning of » Program staff r2. ED will assure all administrative activities [
. /

Jservices
mentoring and basic |

—

plan to June,

Executive director |

support these services will be maintained.
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Eapat')rt comnponents of

H‘the Center’s

‘pmgrammfng . 'Client survey
‘48) We will establish Staff report

metrics for successful \
mentoring partnerships  Metrics for successful
|to include the number of ‘mentoring partnerships
'mentors ta effectively l

\deliver services.

5A) We will establish a ABiaseIine of partnerships

baseline far existing \
trategic partnerships to

identify and quantify them‘
and to map the network ‘

k)f connections with
\partners. l

\SB) Staff members wil! ‘Number of strategic
\maintain current and build partnerships increased
new strategic partnerships

o strengthen the scope of Access to new or
services available to \en hanced services
clients. \ava:lable to clients

\ Increased demand for
\__ o services/our model

Ongoing

0Ongoing

January 2014

Measured June of
2014, 2015, 2016

Measured June
2014, 2015, 2016

Measured June

k

2014, 2015, 2016

Board of directors
» Executive director
= Staff members

ED and RIC will develop a process to review
services based upon the RP platform.

ED and RIC will work with program staff to
identify existing & needed RPs needs for each
program area.

Program staff will continue existing restorative
practices.

staff will develop additional activities to meet
identified needs for RP,

Restorative practices committee will offer
quidance to the process as well as review the
integration of RP into services quarterly,

l

recommending adaptations as needed.

|
|
|
|
ED will assure that a baseline of part partnershtps is ]
established, including mapping existing. ‘
We will identify potential partnerships to be ‘
strengthened and additianal partnerships ta be !
cultivated. |
Board and staff will look for & cultivate |
partnership opportunities with other,
complementary individuals & entities. |
We will cultivate partnerships & collaborate with
them to better deliver setrvices/expand |
programming and increase awareness of RP. \
Staff wil} assure clients have access to services
through partners. \
|
B

Key: DD=Devclopment Direclor; ED=Exccutive Dircctor; RP=Restorative Practices; MKT SC~Marketing Subcommittee; RJC=Restorative Justice Coordinalor
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§, elipiinate borrowing while maintaining existing board-restricted funds.

— . .

Objecti'if‘és ]Measurement/ Timeline Responsible Staff/ |Suggested Action Steps
L \Deliverabies Board
/IA) We will develop and JFinancia! plan July 2014 Finance 1. ED will work with the executive & finance

utilize a comprehensive,
}multi-year financial plan
Jto guide decisions and
|activities.

18} We will perfarm
‘operations within budget
and according to the
financial plan.

1C) We will measure
progress on the financial
plan against quatterly
benchmarks of progress.

1D} We will adjust
activities as needed to
assure continued
attainment of financial
plan goals.

1E) We will make
decisians about our
direction which balance
strong finances and
strong programs.

2) By the end of FYE 14,
we will have stopped
borrowing and started
[saving.

[

| |
|

committee
Executive

committees to autline shoit and long-term
financial goals. Create benchmarks.

| committee 2. They will obtain input from facilities & risk
Favorable compatison | Executive director ‘ management committee for the plan.
between actual activities [Ongoing, verified F Facilities 8 risk [3. Implement the financial plan to achieve short &
and annual budget and quarterly mgmt cammittee long-term goals, monitoring at least quarterly
financial plan. | }- Director of [ and adjusting activities to assure achievement
f operations & ( of objectives.
100% of benchmarks | finance ’4. ED will assure preparation and updating of a
will be met on the Ongoing, verified Dashboard monitoring tool to track progress on
financial plan; reparted Jquarterl\/ J the plan.
on dashboard J |S. ED will assure operations and activities are ‘
J J within budget and according to the financial |
| '| plan. Plan will include steps ta assure that line [
Ongoing of credit usage ends, balance is paid and |
| ‘ savings is started
| | |
| | |
Decisions in alignment r | ‘
with financial plan fOngoing { ‘
| |
| | '
| | | |
| | | |
| |
I S R |
No additional draws on July 2013, Executive [1. ED will create and regularly update a }
the line of credit will ‘Ongoing committee “dashboard” of key data points for
occur in FYE 14. Finance measurement to monitor progress. }
] committee Jg Executive & finance committees will help |
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— - — =

The balance will be paid
down to zero by the end
of FY15

Modest savings

3A) Pursue multiple
funding sources
including new and
existing funding-to
effectively achieve
income fevels projected
on the annual budget.

‘38) We will proactively
\develop annual budgets
that are based on
\strategic priorities.

]

|4) We will assure that
‘the development plan
\has specific targets and
timelines to support the
financial plan, including

expanded donor base.

Develop 2 new funding
sources

\Retain current funding
‘sources

The funding is reviewed
at each Development
Meeting

Create annual budget.
Funding maintained at

levels anticipated by
annual budget.

Create a development
plan which reflects the
budget,

Development progress

increased income and an \indi.cated on dashboard.

|

|Cultivate 20 new

E Board of Directors |
Executive director

establish quarterly & annual benchmarks |
especially for fiscal performance.

ED will present compileted financial statements \
by the 10™ of each month to finance &

executive committees to review. \
ED will update dashboard regularly and present I
for review at least quarterly,

Staff & board will incorporate dashboard ‘
indicators and financial report information into \

_key discussion/decisions (i.e. budget, audit).

Development Director will work with ED and
development committee to assure funding
meets or exceeds budget projections.

Finance committee will work with development
committee, DD and ED to develop realistic
budget that also meet strategic priorities.

Full board appraves annual budgets.

Measured end of

June, 2015
= Director of 3.
operations & \
finance
June, 2016 4.
s.
|
June 2014 e Executive director |1.
# - -Program staff
October 2013, » Development ‘
2014 Development \2.
DirectorDevelopm
ent committee \
Ongoing e Finance 3.
committee ‘
» Board of directors ‘
May 2014, 2015 & |
2016 \
Ongoing; reviewed &
at least quarterly
|
October 2013 o Development 1.
committee ‘
s Development
DirectorExecutive J timelines.
Ongoing, director ‘2.
measured at feast
quarterly |3.
|

Development committee & staff review the
current development plan in terms of financial
targets, strategies, responsibilities and

They will revise the plan accordingly and revisit
at least annually.

Progress on the development plan toward
strategic goals will be documented on the
Dashboard and reported at least quarterly.
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|
|
|
|
|
|

donors

Complete Major Gifts
Campaign

[FYE 2014

End of FYE 2014

|5) We will electronically
track fiscal and program
data, activity and
autcome.

6) We will assure that
adequate insurances,
agreements & practices
are in place to minimize
risk and maintain safe
environments.

L

Fiscal, program, and
development data will
be matched monthly

Insurance policies,
agreements in place

Policies & procedures
related to risk
management

|
|
|
|
|
|
|
|
|
|
|
J

JRewew annually in
March 2014, 2015,
2016

|

[Review annually in
|June 2014, 2015,

[2016

4.
s,
(
_l' Faciﬁs_ &H_ Jl.
mgmt committee
‘: Executive director I2.
Development
Director
3.
4

mgmt committee

Management
Committee 2.
t Executive director
3.

|
|
|
|
I
e Facilities & risk [1. Facilities & risk management committee will
|
|
|
|
|

Development committee & staff will engage all

board members in cultivating additional

individual & corporate donars.

They will also implement strategies to maintain

& foster relationships with donors aimed to

increase gift sizes for existing donors.

Facilities & risk mgmt committee will review

technology resources and needs with ED.

They will develop & implement a technology

plan that effectively meets those needs, to

include current databases & seyvices used.

Staff members wiil utilize data-tracking systems

regularly to record and report activity.

. Staff members will receive necessary training to
obtain and expand their capacity to use job-
related technology.

work with the ED to review all insurance
policies, coverage, risks and needs,

They will investigate alternatives and
recommend coverage in all needed areas.
ED will assure that all policies, contracts,
agreements, etc. are in place and current.

|
|
|
|
|
|
|

Key: DD=Development Director; ED=Executive Director, RP=Restorative Practices; MKT SC=Marketing Subcommittee; RIC=Restorative Justice

Coordinator
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iders by June mxs,*’"

messages and brand.

1B) We will target our
messaging according
to a stakeholder
management system.

|

1C) We will assure all
\printed and electronic
|pieces about the
Center consistently
reflect the brand.

1D) We will
communicate new
messages and brand.

|
|

Develop messaging

new marketing material

Develop brand
standards and train
staff and board in
Istandards.

Objectlves Measurement/ Timeline
Deliverables

1A) Staff and board Develop a brand August, 2013

will develop key Iplatform

November, 2013

|
|

December, 2013

Create logo and develop \

June 2014

ﬁéép‘onsible_ Stafff

Board

Suggested Action Steps |

» Marketing
subcommittee

» Development
committee

» RP committee

» Board of directors
e Executive director
» Development
Director

|
|

1. The MKT SC & DD will identify key

message & brand. including an elevator
pitch, message map, and a succinct R]
definition

Dev committee will assure MKT 5C shares
messaging with ED, development & RP
committees and others as needed to
obtain input, understanding and buy-in,
Dev committee will review & approve the
branding materials, bringing branding to ’

board for approval.

MKT SC & DD will assure understanding

of messaging and brand by all board and |
staff members.

. DD will work with the MKT SC to design

branding materials, including logo, tag
line and graphics standards.

MKT SC & DD will identify stakeholder
groups and how to target messages
toward them.

Staff and board will include messaging
and brand systematically and consistently
in publications and formats (i.e. the
agency website). \

They will continue to monitor \
communication of messages and brand, |
altering activities as needed to achieve
objectives.
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2A} Build relationships
with major dohors to
[understand how they
can understand how
[rhey can help the
Center achieve its
.frnission.

|

}ZB) We will identify

/ gaps in stakeholder
Irelationships and build
and foster new
Jconnections.

|to continue relationship

Staff makes contact
with one donor a week

[ Telephone calls of

|
|

|
|

|

appreciation and
telephone calls to 20
danors who haven't
cantributed in last two
years.

Staff and board will
arrange for four jn-
office Bridging Home

Staff will hold five new
community outreach
events

|
|
1
|

November 2013

Quarterty

Quarterly

commitiee
Marketing
subcommittee

L Board of directors

» Development
Directar

'r Executive director

|
|
|
|
|
)
1
|
|
|

data on current stakehaolders.

. ED and DD will assure a stakehaolder

management system is created and
implemented.

Development committee will monitor
these activities, offering guidance as
needed to achieve objectives.

. with the ED and DD to establish baseline J
|
|
|
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[ Board
\1A) Staff will demonstrate  'Staff development plan; lOngoing \- Executive Director \1. ED will work with supervisory staff to identify job-
‘increased skiils, including \Revisions annually s RP Committee specific training gaps and assure that adequate
leadership skills. \ \ \ job-speafic training is in place for each position.
l ‘ . ED and supervisory staff will develop a system of
1B} A simple, consistent [ ( regular training for staff and periodic special
performance and \
| |

|

‘L

develapment activities.
development process will
be developed for use with

3. ED will assure implementation of staff
| incentives/recognitions.

|
|
|
|

\a'ﬂ staff. [4 Staff members will complete surveys to offer

\lB) Staff will experience \Suweys completed by lSurveys begin \5. ED will adjust staff development plan based upon
increased job satisfaction. lstaff members then ongoing | survey results.

2) Staff members will be  Policy and procedure in  1Ongoing o Restorative 1. ED and staff will develop & implement a method
‘engaged in program ‘place for meaningful \ Practices \ far ongoing opportunity for staff input &
decisions through a ‘inclusinn of staff input & \ committee | feedback.

restorative policy for ‘feedback s Executive Director 2. ED will communicate regularly to inform staff on
‘inclusive dedision-making. Restorative Justice \ pertinent program & organizational topics.

‘Number & type of
Euccessful staff

\ \ Coordinator 3. Staff will initiate communication to share their
ipavticipation in decision- \

l

1

» All staff members input & feedback.

\4. ED will continue to assure that staff input is
\ welcomed and considered in decision-making.
5. RIC will assist in the above process and RP
\ committee will monitor it, offering guidance as
needed.

\Surveys compteted by
staff members
\:T) Board, committee & staff \System in place to guide |
members will interact with interactions;
hach ather restoratively, \RevieWed/revised

|
| \ma king.
|
I

L

' Executive 1

\ committee \ & P related to board & staff interactions.

\- RP committee \2. RP committee & RIC will review same for fit with
3

L

|
]
|
|
|
|
|
feedback and indicate their job satisfaction. |
|
|
\
|
|
|
|
|
. Executive committee and ED will review existing P \

RP platform, adjusting procedures and system of ‘
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To the Board of Directors
Center for Women in Transition
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INDEPENDENT AUDITORS' REPORT

Ve have audited the accaompanying financial statements of Cenfer for Women in Transition (a Missouri Non-Profit
Organization), which comprise the statement of financial position as of Jung 30, 2013, and the related statements
af activities, functional expenses and cash flows for the year then ended, and the related notes ta the financial
statements.

Management’s Responsibility for the Financial Statements

The Organization's managemeant is responsible for the preparation and fair presenfation of these financial
statemenis in accordance with accounting principles generally accepted in the United States of Americag; this
incluges the design, implementation, and maintenance of internal contrgl relevant to the preparation and fair
presentation of financial statements that arg free fram material misstatement, whether due to fraud or error.

Auditor's Responsibility

Qur responsibility is to express an opinion an these financial statements based on our audit. We conducted our
audit in accordance with auditing standards generally accepted in the United States of America. Those standards
require that we plan and perform the audit o obfain reasonable assurance about whether the financial stalements
are free from matetial misstatement.

. An audit involves performing procedures fo obtain audit evidence about the amounts and disclosures in the
financial statements. The procedures selected depend on the auditor's judgment, including the assessment of the
risks of material misstalernent of the financia! statements, whether due to fraud or error. In making those risk
assessments, the auditor considers internaj control relevant to the entity's preparation and fair presentation of the
financial statements in order to design audit procedures that are appropriate in the circumstances, bui not for the
purpose of expressing an opinign on the effectiveness of the entity’s internal control. Accordingly, we express no
such opinion. An audit also includes evaluating the appropriateness of accounting policies used and the
reasonableness of significant accounting estimates made by management, as well as evaluating the overali
presentation of the financial statements.

We helieve that the audit evidence we have obtained is sufficient and appropriate ta provide a basis for our audit
opinion.
Opinion

In our opinion, the financial statements referred to above present fairly, in all material respects, the financial
position of Center for Women in Transition as of June 30, 2013, and the changes in itz net assels and its cash
fiows for the year then ended in accordance with accounting principles generally aceepted in the United States of
America.

VNucktin, Btk FC

St. Louis, Missouri Certified Public Accountants

Main tel +1 314 862 2070 | Main fax +1 314 862 1549 | www muellerprost. com
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CENTER FOR WOMEN IN TRANSITION
STATEMENT OF FINANCIAL POSITION
JUNE 30, 2013

ASSETS
Current Assets
Cash and cash equivalents $ 33,705
Investments 227618
Grants receivable 201,235
Prepaid expenses 3,254
Total Current Assets 485810
Property and Equipment, Net of Accumulated Depreciation 333174
Assets Held for Endowment 202,803
Totat Assets $ 1,001,787
1ABILITIES SET
Current Liabilities
Line of credit $ 147,200
Accounts payable 7.857
Program participant funds 14,637
Accrued expenses 34.952
Total Current Liabilities 205,346
Net Assets
Unrestricted:
Undesignated 149,815
Board-designated resene 250,000
Total unrestrictad net assets 393,915
Temporarily restricted 193,723
Fermanently restricted 202,803
Total Net Assets 796,441
Total Liabilities and Net Assets $ 1,001,787

The Notes (o Financial Staternenis are an infegral part of these statements. 2



CENTER FOR WOMEN IN TRANSITION
STATEMENT OF ACTIVITIES
FOR THE YEAR ENDED JUNE 30, 2013

Temporarily Permanently

Unresiricted  Restricted  _Restricted Total
Support, Revenue, and Gains
Program revenue % 763.477 % 82,958 % - § 845,436
Donations and grants 185,144 63,8866 - 249,030
Interest and dhidends 22,498 - - 22,498
Special events 653,758 - - 85,758
Miscellaneous income 31.767 - - 31,767
1,068,644 146,845 ~ 1,215,488
Net assets released from restrictions
Expensas and transfers 173,082 {173,962} - -
Total Support, Revenue and Gains 1.242.808 {27 117} - 1,215.489
Functional Expenses
Program sendces 0B5,521 - - 985 521
hManagement and general 97,861 - - 97,361
Fundraising 67,198 - - §7.198
Tatal Funcliona! Expenses 1,130,580 - - 1,130,580
increase [Decraase} in Net Assets 112,026 {27,117} - 84,0808
Net Assets - Baginning of the Year 287,882 220,840 202,803 711,532
Net Assets - End of the Period 3 399915 § 183,721 % 202,803 % 796,441

The Notes ta Financial Statemenis are an integral part of these statements. 3



Personnel Expenses
Qccupancy expense
Supplies

Professional fees
Insurance
Fundraising expenses
Assistance to individuals
Travel and mileage
Interest expense
Miscellaneous
Depreciation

Total Funclional Expenses %

CENTER FOR WOMEN IN TRANSITION

STATEMENT OF FUNCTIONAL EXPENSES
FOR THE YEAR ENDED JUNE 30, 2013

Program Management Total

Services and General Fundraising Expenses
3 522,461 85,647 40,189 § 618,297
265,106 6,833 1,367 273,306
3,183 4,118 2,058 5,360
14.590 20,790 1.004 36,474
10,182 926 463 1,571
- - 19,958 19,959
107,282 - 107,282
10,910 1,825 681 13,418
8,534 988 662 10,184
- 6.010 - 6,010
23,273 724 724 24,721
965,521 % 97,861 $ 67198 ¢ 1,130,580

The Notes fo Financial Staternents are an integral part of these statements.




CENTER FOR WOMEN IN TRANSITION
STATEMENT OF CASH FLOWS
FOR THE YEAR ENDED JUNE 30, 2013

Cash Flows From Operating Activities
Increase in Net Assets
Adjustments to reconcile increase in het assets ta net cash
provided by operating activities
Depreciation
Change in assets - (increase) decrease
Pledges receivable
Grants receivable
Prepaid expenses
Change in fiabilities - increase {decrease)
Accounts payable
Program panicipant funds
Accrued expenses
Deferred income - grants
Total Adjustments

Net Cash Provided by Operaling Activities
Cash Flows from Investing Activties
Interest income reinvested
Interest incame withdrawn
Nat Cash Provided by Investing Aclivities
Cash flows from Financing Activities
MNet change in line of credit
Net Cash Used by Financing Activities

Net Decrease in Cash and Cash Equivalents

Cash and Cash Equivalents - Beginning of Year

Cash and Cash Equivalents - End of Year

Cash Flow Disclosures:
Cash paid for interest

The Notes to Financial Statements are an integral part of these stalements.

84,908

24721

25,000
(43,009)
2,246

(24,133)
1,581

(3,466)

(60,006)

(77,066)

7,843

(1,833}
1,851
18

(12,800)
(12,800}

(4,939}

38,644

33,705

10,184



CENTER FOR WOMEN IN TRANSITION
NOTES TO FINANCIAL STATEMENTS

NOTE 1 NATURE OF OPERATIONS
The Center for Women in Transition (the "Center”}), is a Missounn not-for-profit corporation. The
mission of the Center is to assist women in the criminal justice system in making a successful
tfransition to their famihes and communities through practicing and promoting restarative justice.
NOTEZ2 SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES

The following s a summary of certain significant accounling policies followed in the preparation of
these financial staterments.

Basis of Accounting

The financial statements of the Center have been prepared on the accrual basis of accounting in
accordance with accounting standards generally accepted in the United States of America.

Use of Estimates

The preparation of financial statements requires management to make estimates and assumptions
that affect the reported amounts of assets and liabilities and disclosure of contingent assets and
liabilities at the date of the financiat statements and the reporied amounts of revenue and expenses
during the reporting peried. Actual results could differ from estimated amounts,

Cash and Cash Eguivalents

The Center considers all short-term investrnents with original maturities of iess than three months
fram the date of purchase to he cash equivalents. Cash inctudes an independent checking account
which is segregated for the use by women in the pregram for funds received on their behalf. The
balance as of June 30, 2013 is $8,386.

Concentrations of Credit Risk Arising from Cash Deposits in Excess of Insured Limits

The Center maintains cash balances at two financial institutions. The balances are insured by the
Federal Depaosit Insurance Corporation ("FDIC") up te certain limits.

Contributions and Pledges

Contributions are recognized when the danor makes a pledge te the Center that is, in substance,
unconditional. Contributions that are restricted by the donor are reported as increases in
unrestricted net assets if the restrictions expire in the fiscal year in which the contributions are
recognized. All other donor-restricted codtdbutions are reported as increases in temporanly of
permanently restricted net assets depending on the nature of the restrictions. When restrictions
expire or are met, tempararily restricted net assets are reclassified to unrestricted.

Uncanditional pledges that are expected to be collected within one year are recorded at net
realizable value. Unconditional pledges that are expected 10 be collected in future years are
recorded at the present value of their future cash flows. The discounts of those amounts which are
computed using risk-free inferest rates applicable to the years in which the pledges are received.
Amortization of discounis is included in donations revenue. Cenditional pledges are not included as
support until the conditions are substantially met.




NOTE 2

CENTER FOR WOMEN IN TRANSITION
NOTES TO FINANCIAL STATEMENTS

SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (CONTINUED)

Property and Equipment

Property and equipment are stated at cost, if purchased, or at fair market value at the date of the
contribution, if donated. Expenditures, which extend the useful lives of the assets, are capitalized,
while maintenance and repairs are expensed. Depreciation is computed on a straight-line method
over the estimated useful lives of the assels as follows:

Buildings and improvements 10 — 38 years
Furniture and equipment 3 -15years

Upon sale or retirement, the cost and related accumulated depreciation are eliminaled from {he
respective accounts and the resulting gain or loss is included in current operations,

Financial Statement Presantation

The Center follows the provisions of the Financial Accounting Standards Board (*FASB") in regard
to financial statements of not-for-profit Organizations as discussed under this topic of the ASC 958-
210, Financial Statements of Not-Far-Profit Qrganizations. This provision requires the reporting of
total assels, liabilities and net assets in a statement of financiat position, and reporting the change in
net assets in a statement of activiies. This nrovision alsc requires that nel assets, revenue,
expenses, gains and losses be classified as unrestricted, femporarily restricted, or permanantly
restricted based on the existence or absence of donor-imposed restrictions.

The financial statements report amounts by classification of net assets, as follows:

Unrestricted Net Assets

Unrestricted net assets are assets that are not subject to donorimposed resirictions.

Unrestricted Net Assets Board-Designated Reserve

The Board of Directors had designated net assets for a reserve fund to ensure future operations
at June 30, 2013 in the amount of $250,000. The Board of Directors may change this
designation by majority vole at any time.

Temporariiy Restricted Net Assets

Temporarily restricted net assets are those received with donor slipulations that limit the use
of the donated assels or have time restrictions. When stipulated time restrictions expire or
purpose resirictions are accomplished, these net asseis are reclassified io unrestricted net
asseis and reporied in the statement of activities as net assets released from restrictions,

Permanently Resiricted Net Assets

Permanently restricted net assets are those coniributed with donor stipulations that they be
held in perpetuity with use of income for unrestricted or temporarily restricted purposes.



CENTER FOR WOMEN IN TRANSITION
NOTES TO FINANCIAL STATEMENTS

NOTE 2

SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (CONTINUED)

Contracts and Grants

Contracts with state and local governmentis are generally recorded on a cost reimbursement basis.
Certain grants that do not meet the criteria of a promise to give are alsu recorded on a cost
reimbursement basis.

Description of Functional Expenses

Program Services

Program services include those expenditures that enable the Center to fulfill its mission of
assisting women in the criminal justice system in making a successful transition to their
families and communities through practicing and promoting restorative justice.

Management and Generzal

Management and general expense includes the functions necessary ta maintain an equitable
employment program, ensure an adequate working environment, provide cocrdination and
articulation of the Cenler's program mission, secure proper administrative functioning of the
Board of Directors, and manage the financial and budgetary responsibilities of the Center.

Fundraising
Fundraising expense provides the strucfure necessary to encourage and securg government
granis and private financial support from corporations. foundations and individuals through

various fundraising events.

Donated Services

Donated services are recognized as contributions in accordance with “FASB Accounting Standards
Codification 958-605-15, Contributions Received’, if the services (a) create or enhance non-
financial assets or {b) require specialized skills, are performed by people with those skills, and
would otherwise be purchased by the center. However, a substantial number of volunteers have
donated significant amounts of their time to the Center’s fundraising events and programs which is
not included i the financial statements because they do not meet the criteria for recognifion as
coniributed services.

Donated Materials

Various materials are donated to the Center. Donated materials that meet the criteria for
recognition under the provisions of accounting far contributions received and contributions made in
regard to financial statements of not-for-profit organizations as discussed under this topic of the
FASR Accounting Standards Codification, have been recorded at fair value at the date of donation.




CENTER FOR WOMEN IN TRANSITION
NOTES TO FINANCIAL STATEMENTYS

NOTE 2

SUMMARY OF SIGNIFICANT ACCOUNTING POLICIES (CONTINUED}

Tax Status

The Center is gxempt from federal income taxes under Section 501{c) (3} of the Internal Revenue
Code and applicable state law. Therefore, there are no provisions for income taxes refiected in
these financiai statements.

investments

The Center carries its marketabie securities at historical cost in the statement of financial position.
The histerical costs, if compared to marketable securities reported at fair value as determined by
their quoted closing prices, and securities not readily marketable, are compared to fair value as
determined by management, and management has determined there is not a material difference
between the historical costs and fair value. As the marketable securities approximate fair value, the
Center considers the investments properly valued. Investments received as gifts are initially
recorded at their current market value. Realized gains and losses are included in the staiement of
activities,

Allowance for Doubtful Accounts

Based con past experience, management believes pledges, grants, and accounts receivable are fully
coltectible. Consequently, no alfowance for doubtfuf accounts has been recorded in the
accompanying financial statements.

Income Tax Uncertainties

The Center follows “FASB Accounting Standards Codification 740-10, tneoms Taxes — Overall’,
The Center has assessed its federal, state, and local tax positions and determined that there were
no unrelated business income taxes and no uncertainties of possible related effects that need tc be
recorded as of or for the year ended June 30, 2013. The 2010, 2011, 2012, and 2013 returns of the
Center are subject o examination by the respective taxing authorities, generally for three years after
they ware fileq,

NOTE 3

INVESTMENTS AND FAIR VALUE MEASUREMENTS

"FASB Accounting Standards Codification 820-10, Fair Value Measurements and Disclosures’
establishes a framework for measuring fair value and establishes a fair valus hierarchy based on
the inputs used to measure fair value and enhances disclosure requirements for fair value
measurements. The siandard maximizes the use of observable inputs and minimizes the use of
unobservable inputs by requiring that the cbservable inputs be used when available. Observable
inputs are inputs that market panicipants would use in pricing the asset or liability based on market
data obtained from independent sources. Unobservable inputs reflect management's assumptions
that market participants would use in pricing the asset or liability developed, based on the best
information available in the circumstances.



CENTER FOR WOMEN [N TRANSITION
NOTES TO FINANCIAL STATEMENTS

NOTE 3

INVESTMENTS AND FAIR VALUE MEASUREMENTS (CONTINLE) )

The framework for measuring fair value provides a fair value hierarchy that prioritizes the inputs to
valuation techniques used to measure fair value. The hierarchy gives the highest priority to unadjusted
quoted prices in active markets for identical assets or liabilities (level 1) and the lowest priority o

unobservable inputs (leve! [Il). The three levels af the fair value hierarchy under FASB ASC 820 are
described as follows:

Level | — Inputs to the valuation methodology are unadjusted quoted prices for identical assets
or liabilities in active markets that the Plan has the ability to access.

Level It — Inputs to the valuation methodology include: quoted prices for similar assets or
liabilities in active markets, quoted prices for identical or similar assets or liabilities in inactive
markets; inputs other than guoted prices that are observable for the asset or liability; and inputs
that are denived principally from or corroborated by observable market data by corelation or
other means. |f the asset or liability has a specified (contractual) term, the level Il input must be
observable for substantially the full term of the asset or liability.

Lavel lil — Inputs to the valuation methodology are unobservable and significant to ihe fair value
measurement.

The asset or liability's fair value measurement level within the fair value hierarchy is based on the
lowest level of any input that is significant to the fair value measurement.

Following is a deseription of the valuation methodologies used for assets measured at fair value.
Although the Center believes its valuation methods are appropriate and consistent, the use of different
methodologies or assumptions could result in a different fair value measurement as the reporting date.
There have been no changes in the methodologies used at June 30, 2013 and 2012,

Fair Value Measurements Using:

Level i Level fl Level Il Total
Cash and cash

equivalents $ 114,061 $ - $ - 3 114,061
Bonds 316,358 - - $ 316,358

Total $__430419 $___ - §__ - §
There were no unrealized gains or losses recognized for the year ended June 30, 2013,

Bands are valued at their historic cost valua, which management believes to be the same as the fair
value, which would be determined by the present value of the fulure cash flows.

NOTE4

PLEDGES RECEIVABLE

Pladges receivable that are expected o be received in 'ess than one year are ciassified as current
on the statement of financial position. Pledges receivable that are expected to be received in over
one year are classified as long-term an the statement of financial position.

10




CENTER FOR WOMEN IN TRANSITION
NOTES TO FINANCIAL STATEMENTS

NOTE4 PLEDGES RECEIVABLE (CONTINUED)

Pledges receivable are considered Level |l assets valued under "FASB Accounting Standards
Codification ("ASC") 820-10 Fair Value Measurements”.
The following table provides further details of the pledges receivable to give {fair value measurements,
Balance at June 30, 2012 ) 25,000

Pledges promised (paid), net {25.000}
Balance at June 30, 2013 S -

NOTES PROPERTY AND EQUIPMENT
Property and equipment consist of the following:

Land $ 86,000
Building and building improvements 381,323
Furniture and equipment 49614
Less: Accumulated depreciation (163.763)
$__333174

Depreciation expense for the year ended Juneg 30, 2013 was $24,721.

NOTE 6 LINE OF CREDIT N ] |
During the current fiscal year, the Center renewed their line of credit agreement in the amount of
$180,000 on April 1, 2013 with a new maturity date of March 30, 2014. Interest is at the greater of
6% or the Corporate prime rate plus .5%. The inlerest rate was 6% at June 30, 2013. Borrowings
under this agreement are secured by a security interest in the Qrganization's depuosit accounts and
a deed cf trust on a building owned by the Organization. The cutstanding borrowings as of June
30, 2013 were $147,900, Interest expense on this line of credit was 59,558 for the year ended June
30, 2013, respectively.

NOTE 7 TEMPORARILY RESTRICTED NET ASSETS

Tempaorarily restricted net assets are comprised of the following at Juneg 30, 2013

Affordable Housing Trust $ 32,289
Elizabeth Fund 48,878
Missouri Housing Trust 50,670
Sisters of Mercy — South Central Community 34,000
United Way .. 29886

Total $ 193,723

Restrictions released during 2013 were $173,962,

11



CENTER FOR WOMEN IN TRANSITION
NOTES TO FINANCIAL STATEMENTS

NOTE 8

PERMANENTLY RESTRICTED NET ASSETS

Permanently restricted net assets are two endowment funds consisting of the following at June 30,
2013:

Robbins Endowment 5 2,803
Mercy Matching Endowment 200,000

Total $___ 202,803

The endowment funds are donor restricted with the earnings to be returned to the investments until the
endowment reaches set balances as defined in the endowment agreements. Once specified balances
are met, varying percentages of the interest, based upon the endowment balznce, may be used for
expenses,

Interpretation of Relevant Law

The Board of Directors of the Qrganization has interpreted the Uniferm Prudent Management of
Institutional Funds Act (UPMIFA) as requiring the preservation of the fair vatue of the criginal gift as
of the gift date of the donar-restricted endowment funds absent explicit donor stipulations to the
contrary. As a result of this interpretation, the Organization classifies as permanently restricted net
assets {a} the original value of gifts donaied to the permanent endowment, {b} the origina! value of
subsequent gifts to the permanent endowment, and {e) accumulations to the permanent endowment
made in accordance with the direction of the applicable donor gift instrument at the time the
accumulation is added to the fund. The remaining pertion af the donor-restricted endowment fund
that is not classified as permanently restricted net assets is classified as temporarily restricted net
assets until those amounts are appropriated for expenditure by the Organization in @ manner
consistent with the standard of prudence prescribed by UPMIFA. In accordance with UPMIFA, the
Organization considers the following factors in making a determination to appropriate or accumulate
donor-restricted endowment funds:

The duration and preservation of the fund,

The purposes of the Organization and the donor-restricted endowment fund;
General economic conditions;

The possible effect of inflation and deftation;

The expected total return from income and the appreciation of investments;
Other resources of the Organization; and

The investment policies of the Organization.

Nl

At June 30, 2013, the Organization only had donor-restricted endowment funds.
There were ne changes in the endowment funds for the fiscal year ended June 30, 2013.

Return Objectives and Risk Parameters

The endawment assets are invested in a manner that is intended to preserve the original value of
the gift. Actual returns in any given year may vary.

12




NOTE 8 PERMANENTLY RESTRICTED NET ASSETS (CONTINUED)

CENTER FOR WOMEN IN TRANSITION
NOTES TO FINANCIAL STATEMENTS

Strategies Employed For Achieving Objectives

To satisty its long-term rate-of-return objectives, the Organization has invested in a fund that invests
primarily in certificates of deposit, checking and money market accounts and bonds.

$pending Policy And How The Investment Objectives Relate To Spending Policy

The QOrganizaticn followed the practice of appropriating for distribution each year the income earned
on the endowment investments. The donor has waived the requirement to reinvest the eamnings as
stipulated in the endowment agreements through December 31, 2013. Subsequent to December
31, 2013, the endowment earnings will be reinvested in the endowment until stipulations in the
endowment agreements are met. Accordingly, cver the long term, the Crganization expects the
current spending policy to allow its endowment o increase on an annual basis.

NOTE9

NOTE 10

_EMPLOYEE RETIREMENT PLAN

The Center has a defined contribution retirement plan which covers all full-time employees who
have six months of service and are age twenty-cne or clder. The plan provides for discretionary
emplayer matching contributions in percentages determined by the Board of Directors on an annual
basis. The plan also provides for a discretionary employer optional profit sharing contribution. The
Centar contributed §1.940 ta the plan for the year ended June 30, 2013,

OPERATING LEASES

The original lease for 7529 S. Broadway, St. Louis, Missouri, dated January 7, 2011, was set to
expire on January 31, 2016. However, the building was fareclosed on by the landlord’s bank on
December 27, 2012, and the status of the lease is uncertain. The rental expense under the lease
as of June 30, 2013 was $19,692.

The Center also leases a property in conjunction with its program services, under a lease
agreement which expired on June 30, 2012, and which also contains an automatic, annual, renewal
provision at the discretion of the lessee. At June 30, 2013, the Center elected to renew the lease.
Obligations under this lease for the fiscal year ending June 30, 2014 are approximately $144,240.
Leasing expense far this property was $144,240 for the year ended June 30, 2013.

During 2013, the Center had operating leases on office equipment. Minimum lease payments on
those leases are as folfows:

2014 $ 4,791
2015 4,791
2016 3,591
2017 I

Total $_ 13173

13



CENTER FOR WOMEN IN TRANSITICON
NOTES TO FINANCIAL STATEMENTS

NOTE 11 SUBSEQUENT EVENTS

Management has evaluated subsequent events through January 16, 2014 the date the financial
statements were available far issuance.

14
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12:51 1:01 1:20 1:30 1:43 1:53 12:08 | t2:1D 12:23 12:32 12:50 1:80
1:21 1:31 1:50 2:00 2:13 2:23 12:30 12:40 12:53 1:02 1:20 1:30
1:51 2:01 2:20 2:30 2:43 2:53 1:00 1:10 123 1:32 1:50 2:00
221 231 250 3:00 313 3:23 1:30 1:40 1:53 2:02 2:20 2:30
2:51 301 320 330 343 353 2:00 2:10 2:23 2:32 2:50 3.00
3:21 3:31 350 440 4:13 4:23 2:32 242 2:55 .04 322 3.32
3:56 4:05 4:23 4:32 .44 4:53 3:02 312 3:2% 3:34 352 4:02
4:26 4.35 4:53 5:07 514 5:23 3:32 3:.42 3.55 4:04 a:22 4:32
4:56 5:05 5:23 5:32 5:44 5:53 4:02 4:12 £:2% 4:34 4:52 5:02
5:2% 5:34 5:52 a0l 6:13 6:22 4:32 4:41 4:53 .01 5:18 5.27
©:05 .14 6:32 6:41 6:53 702 512 521 5:33 5:41 5:58 6:Q7
6:45 5:54 7:12 7:21 7:33 7:42 5:35% 5:44 5:56 6:04 6:2% £:30
7:45 754 8:12 8:21 g2:33 8:42 6:32 5:41 5:5% 701 718 727
8:25 8:34 8:52 4:01 9:13 §:22 7:10 /:19 7:31 7:39 756 805
3:05 9:14 9:32 §.41 953 10:02 7:50 7:59 8:11 8:1% 836 8:45
1605 10:14 10:32 140:41 153 11:02 8:50 8:59 §:11 5:19 9:36 3:45
10:45 10:54 11:12 11:21 11:33 11:42 9:30 9:3% 9:51 9:58 10:16 10.25
11:28 11:37 11:54 1203 12:14 12.22 10:10 10:19 10:31 1039 10:56 1105
12:27 12:36 12:53 1:02 1:13 1:21 11:10 11:18 11:31 11:3% 11:56 12:05




73 Caropdelet Saturday
SQUTHROUND NORTHBOUND
[¥) — = it
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AN Service AR Service
4:51 501 5:18 5:27 5:39 S48 4:01 4:10 4:22 4:31 4:47 459
5:16 5:27 5:45 5:55 6:08 618 4:31 4:40 4:52 5:01 517 5:29
5:46 5:57 6:15 525 638 6:48 5:01 510 522 531 5:47 5:59
621 632 6:50 7:00 7:13 7:23 5:22 5:3)1 5:43 5:52 6.08 6:20
6:51 7.02 7:20 7:30 743 7.53 5:52 601 613 6:22 6:38 6:50
7:21 7:32 7:50 8.0D &:13 323 6:27 6:37 £:50 7.00 717 7:30
7:51 §:.02 8:20 830 £:43 8:53 B:57 707 7:20 73D 147 8:00
8:21 3:32 8:50 %.00 g:13 9:23 727 737 7:50 8:00 8:17 8:30
#:51 902 9:20 530 53:43 9:53 7:57 807 8:20 ®:30 R47 3:00
9:21 9:32 5:50 10:00 1013 10:23 B:27 8.37 8:50 9.00 5:17 9:30
2:51 10:02 10:20 10:30 10:43 10:53 8:57 3:G7 9:20 3:30 947 10:00
it21 10:32 10:50 11,00 11:13 11:23 .27 9:37 9:50 10:00 10:17 17:30
10:51 11.02 11:20 11:30 11:43 11:53 9:57 10:.07 10:2Q 10:30 10:47 11:00
11:21 11:32 11:50 12:00 12:13 12:23 10:27 10:37 10:50 11:00 11:17 11:30
il:51 12:02 12:20 12:30 12:43 12:53 10:57 11:07 11:20 11:30 11:47 12:0Q

PM Service 11:27 11:37 11:50 12:00 12:17 12:20
12:21 1232 12:50 1.00 1:13 1:23 11:57 12:07 12:2Q 12:30 12:47 1:00
12:51 1:.02 1.23 1:30 1:43 1:53 PM Service
1:21 1:32 1:50 2:00 2:13 2:23 12.27 12:37 12:50 1:00 1:17 1:30
1:51 2402 2:20 2:30 243 253 | 12:57 1:.07 120 1:30 1:47 200
2:21 232 2:50 3:00 313 323 1:27 1:37 1:50 2:00 2:17 2:30
251 302 3:20 3.30 3:43 3:53 157 2:07 2:20 2:30 2:47 3:00
321 3:32 350 4:00 4:13 4:23 2:27 2:37 2:50 3:00 317 3:30
3.56 406 4:23 4:32 4.44 4:53 2:57 307 32D 3:30 3:47 4:00

| 226 4,35 4:53 5.02 5:14 5:23 3:27 337 350 4:00 4:17 4:30
4:56 5:.06 523 5:.32 544 5:53 3.57 4:07 4:20 4:30 4:47 5:.00
5:25 5:35 552 601 613 6.22 4:36 4:46 4:59 5:09 5:26 5:39
6:05 6:15 6:32 =41 6:53 7.02 506 5:15 5:27 5:36 5:52 604
6:45 I__G'.SS 712 7.21 733 7:42 5:31 5:40 552 6:01 617 6:26
7:45 7:55 8:12 £:21 8:23 8:42 6:26 635 647 656 717 7:24
8:25 835 8.52 9.01 9:13 9:21 7:06 7:15 77 7:36 7:52 3:04
5:.05 9:15% 9:33 9:41 9:53 10:02 746 7:55 8:07 R:16 232 8:44
10:05 10:15 10:32 10:41 10:53 11:02 R:46 8:55 9:07 9:16 q:32 9:44
10:45 1055 11:12 11.21 11:33 11:42 9:26 3:35 9:47 3:56 10:12 10:74
11:78 11:37 11:5%4 12:02 12:13 12:21 10:06 10:15 10:27 10:36 10:52 11:04
12:27 12:36 12:53 10 1:12 1:20 11:06 11:15 11:27 11:36 11:52 12:04
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AM Service AM Service
5.37 5:47 6:05% 6:15 6:28 6:38 5:08 517 5:29 5:38 5:54 h:06
f:21 5:31 £:49 B:59 712 7:22 5:44 5:53 6:05 6:14 6:20 6:42
701 7:11 7:29 7:39 7:52 8:02 6:44 6:54 7.07 717 7:33 7:46
2.0l 8:11 §:29 839 8:52 .02 7:24 7:34 7:a7 7:57 8:13 8:26
£:41 351 9:09 9:19 9:32 9:42 8:04 8:14 8:27 8:37 8:53 4:06
9.21 9.31 .49 9:59 10:12 10:22 9.04 S:L g:27 937 9:53 10:06
10:21 i3l 1048 1r59 11:12 11.22 g:44 5:54 10:.07 10:17 10:33 10:46
11:01 1111 11:29 11:3¢ 11:52 12:02 10:24 10:34 10:47 10:57 11:13 11:28
11:41 11:51 12:09 12:19 12:32 12:42 11:24 1134 11:47 11:57 12:13 12:26
PM Service lﬂ\_ﬂ Servire
12:41 T 12.51 1.0% 1:19 1:32 1.4%7 12:04 17:14 12:27 12237 12:53 1.06
1:21__J 1:21 1:49 1:5% 2:12 2:22 1244 12.54 1:47 1:17 1:33 1:46
201 | 211 2.29 2:39 2052 3.02 1.44 154 2:07 217 133 3:45
3:01 311 3:29 3:39 3:52 4:02 2:24 2:34 2.47 2:57 213 326
3:45 a:55 4:12 4:21 4:33 4:42 304 3:14 3.27 3:37 3:53 4.06
4:25 4:35 4:57 5:01 5:13 5:22 4:04 4.14 4:27 '___4?37 4:53 5:06
5:25 5:35 5:52 6:01 6:13 6:22 4:48 4:58 511 5:21 5:37 5:50
b:05 6:15 532 | 541 6:h3 7.02 L:.24 5:33 5:45 5:54 6:10 6:22
2 AS b:55 FR Y 7:21 7:33 A 7:42 £:24 6:33 6:45 6:54 710 7:22
L_7145 755 812 821 8:33 8:L 7:04 7:13 7.25 7.34 7.50 8:02
825 235 352 RO 913 9:22 7:44 7.53 B.05 8:14 8:30 8:42
5:05 g:15 3:32 9:41 953 10:02 R:44 8]:53 9:05 9:14 930 G:42
10:05 10:15 10:32 1341 10:53 11:02 924 9:33 §5:45 9.54 10:140 10:22
10:4% 13:54 1111 11:19 11:30 1138 10.04 10:13 1025 10:34 10:50 11:02
11.28 11:37 11:59 12402 12:13 12721 1104 1113 1125 L}l34 1150 12:02

ROUTE ANNOUNCEMENTS AND CONNECTING BUSES

73 CARONDELET: NORTHBQUND

South County Mali serving routes 17, 48, and 73
Alabama and Germania cannecting with 90
Michigan and Leughberough connecting with 8
Mirgmia and Bates
Grand and Meramec conneciing with 40 and 70
Grand and Chippewa connecting with 11 and 70
Gravois and Grand coanedcting with 10
Cherokee and leffersan cannecting with 11
tamp and Arsenal connecting with 30
14th and Spruce at Civic Ctr Sta serving routes 4, 8, 10, 11, 30, 32,41, 73, 74, 80, 24, 37, 89, 26X, 40X, 584, 174X, and 410%

73 CARONDELET: SOLUTHBOUND

14th and Spruce at Civic Ctr Sta serving routes 4, 8, 10, 11, 30, 32, 41, 73, 74, 80, 94, 97, 99, 36X, 40X, 58X, 174X, and 410X
Lemp and Arsenal connecting with 30
Cherokea and Jefferson connecting with 11
Grand and Chippewa connecting with 11 and 70
Grand and Meramec¢ connecting with 40 and 70
Virginia #nd Bates
Michigan and Loughborough connecting with 8
Alabama and Germania connecting with 3¢
Lemay Ferry and Telegraph
South County Mall serving routes 17, 48, and 73
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- _— -
(M ity of Bt Ponis
DEPARTMENT OF PUBLIC SAFETY
DIVISION OF BUILDING AND INSPECTION

FRANCIS G. SLAY
MAYOR

FIRE SAFETY INSPECTION CERTIFICATE

Issue to: L1P vestments LL.C
721-25 W. Schirmer Issue Date: September 8,2014
St. Louis, MO 63111 Exp.Date: September 30, 2015

PREMISE ADDRESS: 721-25 W. SCHIRMER ST.

THIS FIRE SAFETY CERTIFICATE HAS BEEN ISSUED IN CONSIDERATION THAT THE ABOVE
REFERENCED . BUILDING AND/OR OCCUPANT HAS BEEN DULY INSPECTED AND IS IN
COMPLIANCE WITH CURRENT CITY OF ST LOUIS CODES AND ORDINANCES AT THIS TIME.

. THIS CERTIFICATE MUST BE RENEWED ANNUALLY AND IS ISSUED ON CONDITION THAT ALL
APPLICABLE CODE PROVISIOINS NOW ADOPTED SHALL REMAIN IN COMPLIANCED.

VICLATION OF ANY ABOVE MENTIONED CODE OR ORDINANCE MAY RESULT IN THIS
CERTIFICATE BEING NULL AND VOID.

THIS CERTIFICATE DOES NOT TAKE THE PLACE OF ANY LICENSE REQUIRED BY LAW AND ISNOT
TRANSFERABLE.

ANY CHANGES IN USE OR OCCUPANCY OF THIS PERMISE SHALL
REQUIRE A NEW PERMIT

ROVED BY:

PAN CoPLIN
CODE OFFICIAL

THIS PERMIT MUST BE POSTED AT ALL TIMES
AT THE ABOVE MENTION PREMISE

Fire Safety is NO Accident
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. - By -’
ity of St. Ponis
DEPARTMENT OF“PUBIICESAFETY

DISION o= BUILDING AND INSFECTICN
_ FRANCIS G. SLAY hegy
: Vo . !
Richard Gray _ Vave Frank Oawald
-_Directo_r of Public Safety _ _ . | _anwmﬂd}_nuo;\mmlwhnnr B

ANNUAL INSPECTION CERTIFICATE

— v e

L I P Irvestrments LLC - o is nereby granted a permit to operate
a GrbuP Home, as. dnflned by ordinance 68791 arid ‘6R788, in the

-premls- located at 721 -25 W SCHIRMER ST.

This permit to remain ln effect until explred revoked or suspended by the

Department of Public Safety, BUlldlng DlVlSlon, for cause.

ccupancy Permit # 476682

| \ CAPACITY 16 UNITS
Date 9/8/14 . o | . "

Certificate # . 1085

Expiration Date 09/30/2015

By order of the Department of Publlc
Safaty, Building Insnectlon

ot F et

_ Bu;ldzng Comngsmoner .




Tity of St. Lonis

DEPARTMENT OF PUBLIC SAFETY
DIVISION OF BUILDING AND INSPECTION
FRANCIS G, SLAY
MAYOR

RICHARD GRAY FRANK OS5WALD
DIRECTOR OF PUBLIC SAFETY BUILDING COMMISS'ONER

October 15,2014

Center for Women in Transition
C/o Jewell Donald

721 Schirmer St.

Saint Louis, MO 63111

Re:  72)1 Schirmer St
CB 3102

Dear Ms. Donald,

The referenced parcel, 721 Schirmer St. in city block 3102, is located in the “J”
Industrial Distvict. Permitted uses in the “J” District include general and professional offices,
retail stores, schools, hotels, patking facilities, wholesale businesses, manufacturing, and
warehousing. Additionally, residential use is not permitted in the “J” Drstrict, except where forty
(40) percent or more of the fromtage is occupied by dwellings.

According to available records, construction on the building was completed in 1963,
As such, it meets the existing zoning cade regulations of the City of Saint Louis. This is
notwithstanding any improvements that may have been made without the proper permit from the
City of Saint Louis Building Division.

In the event of fire or gther disaster, the structure may be reconstructed under the
existing zoning regulations for the City of Saint Lowis.

You can obtain a copy of the Zoning Ordinances of the City of Saint Louis at the
Registers Office in Room 118 of City Hall. The telephone number for that office is (314) 622-
4145. The cost of the publication is $13.40.

Information on permits is available in Room. 425 of City Hall. The telephone number for
that office is (314) 622-3313,



Page 2
721 Schirmer St
CB 3102

This letter solely addresses structures and uses permitted by the Zoning Ordinance of the
City of Saint Louis.

In certain areas of the City therc have been Chapter 38 RSMO Development Plans,
Chapter 100 RSMO Development Plans and Chapter 353 R§MO Development Plans adopted by
the City of Saint Louis Board of Aldermen. Certain provisions of these development plans
recommend more restrictive use standards than the Zoning Ordinance of the City.

Additional zoning information may be obtained in Room 400 of City Hall, or by calling
(314) 622-3666.

Sincerely,

Yy

Mary Hart Burton
Zoning Admtnistrator

MHB/sab

Building Safety is NO Accident



Che City of Suint Lauis
DEPARTMENT OF HUMAN SERVICES
OFFICE ONTHE DISABLED

CITY HALL, ROOM 20 | e |
ST.LOUIS, MISSCUR| 63103 RS
FRANCIS G. SLAY e . paVID J. NEWBURGER
AR Phane (314) 622-3686 COMTASSIONER

Fax (314) 6224019
TTY (314) 522-3693

October 16, 2014

Jewell Donald

Center for Women in Transition

7525 South Broadway

St. Londg, MO 83111

Re: 7121-7125 Schirmer

Dear Ms. Donald:

This s concerning veur request for verification of accessibility of 7121-25 Schirmer, Thave been

informed by Lyle Maninger, R.A., Chief Plan Exarniner for the City of Saint Louis that twe of the
units at 7121-25 Schirmer are fully zccessible under the guidelines of the City of Sairt Louis.

. Very truly yours,

Do f. Houshsg-

David J. Newburger
Commissioner on the Disabled

cel Lyle Maninger, R.A., Chief Plan Examiner
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Work Orderllnvo[ce
® 98-00048

St. Lotis Pest Control 8802 Corwin Dr., 8t Louis, MD 63136 (314]575-4215

gaamng Address’ | I’Sennce Address: T 1

 Center For Women in Transition | | Center For Women in Transition }
t 7525 S Broadwa ' 5 721-725 West Sch rm
| St. Louis, MO. 63111 | | & Lous, MO. 63111 |
i ' !
R S S
Account #: 98 Last Date of Serdios: QW“
Home: Work: (314)256-1472 Ce: = Bager

B.00045 General Pest Control |

jgptmpbted d_Due: 9/30/2014 10:30AM Charge:  §79.00 Tax. 3000 000% Duel  $79.00 J

Irteriar arrcdfg_xjgﬂor treatvient for generat pest control.
application Method: _C ack,‘cravices —-Spot Treatment __Rodent Eah: Stat‘!cms _per feet

it T ld Tl <y J!!APL\-hl Rvowii Bath FlGLGHSHL pEs L
Targe Pest: [ﬁhes [Bﬁe [Jrats ﬁders [Aﬂtﬂ‘ ]-"Ca_genter Ants [Tl TTH edes—{-icentemdes
A

Tverfish iloees nets | IwaspsliCrickets [lBed Bugs [lotner
Preducts EPA # Amount used PCT  Conc/Mix Active Ingredients Dose Rate
Nemiwive I deC-lies Svamna R . . oLaL Thaan m miEuiLE
cE-B0 Extra  0444-175 TTozr | 50K Pyretnr'ms 5% I to 3 seconds
Contract gait 12453-7% —_o% L005% __ _ Bromadicloni .0O0S¥ 3 to 16 per station
Phanton 241-3%2 _. oz .50% . chorTfenopyr G.5% Crack & Crevice & Spot
suspend SC 432-763 _ oz L50% . Deltamethrim crack & crevice & spot
Termidor 7969-214 __oz L8 Fipronil 9.1% crack & Crevice & coarse Spray
Talstar ane  279-3206 . F Oe% _ _ Bifenthrin 7.9% Crack & Crevice & spot
Nihan 245324 o7 ;S ortheboric acid 8 92 per 100 50 feet
Maxforce Bait Station 43Z2-1251 _ o2 2.0% —  Hydranethylon 4 tp 6 stavion per 100 sg feey
Ant Gel 73340-1  _ oz 1.0% ____  Disodium octaborte Fetrahyrate 1% crack & Crevice
EcoExempt Ic2 [Natural ORGAMIC)l __o2 Rosemary o1 Peppermint 0i1 2% crack & Crevice & spot
ariton - _0F cract g Ere:'ice
temprid o crac revice
ons taught 1071-1815 qu x5 crack & crevice
nygard e i . . crack & crevite & low coarse

P PR ek L I L ) S =2z Tmm =

__Tamper Radent Ba1t “Sratien ___Amur:t in each sa{t statwn

Toe Traps AEFT Duster
__5malT roach 8ait Statiens __Spreader Cther

Treatment Location: — Kitchen __fFood Prep Arigi;ﬂ'i‘lﬁnq Room “'E;T:;}.room _Seryice Counter _ AtTic
__store Front _ Garage _=SIsement _ Offices _ Eves _ _Crawl Space ._wall void -8ed Roows
—_sar _rodent Borrows __Storage _ Exterior Foundation __Rodent Borrows __Garbage Area
Apartments Treated: . _ .

G Ul -4 S‘gtu.\ rf‘@,\ %m@uefk rbs'oa
’ .
.NT:E?& the Customer - - “—_“_— Balance FOWVE!Fd %5‘00
' Service Total: $79.00
| Thank Youl Tax: $0.00

Total Due: $144.00

o '—7?*_‘ é\/é, - T AmountPaid: __ %14 00
Signature: T ___ Paid by Cash/Check # Dedence S puG.oD

rd 13 - - - T T




Q
’*Q‘/\O-\Centerfor
M Women in Transition

Schirmer House

Standard Operating
Procedures (SOP)

Center for Women in Transition
Schirmer House
721 West Schirmer Street
St. Louis, MO 63111

SCHIRMER HOUSE

Revised 5/2013 1




Overview

Welcome to Schirmer House! We are pleased that you have decided to join us as a staff member.
Schirmer House is a residential facility and re-entry pregram for female ex-offenders returning to the St.
Louis area from prison and jail.

Our program provides opportunities for success thraugh case management, family support, and
partnerships for job training and placement, housing, and substance abuse programs. The mission of
the Center for Women in Transition is to assist women in the criminal justice system make a successful
transition to their families and communities through practicing and promoting restorative justice. One
of our goals is to reduce recidivism.

Schirmer House is & partnership between the Center for Women in Transition and the Missouri
Department of Correctians (MDOC) for the purpose of maintaining a transitionat housing facility in a
cammunity environment. Residents will remain at Schirmer House for an undetermined period of time
and discharge dates are at the discretion of MDOC.

The informaticn provided in this manual is in compliance with our contract with the MOQC. The paolicies
inciuded in this manual must be foliowed at all times to allow the Center for Women in Transition to be
in compliance with our contract with MDOC. If you have questions after reading this manusl, contact
the Residentia! Facility Director, Jewell Donald at 314-256-1297 or the Executive Director of the Center
for Women in Transition at 314-771-5207.

Revised 5/2013 2




Table of Contents

HOUSE MANAGER (HM) EXPECTATIONS ..ottt iiee bbb e et b 4
SUHEDULING e et et bttt et e bt e sae s m e s e ee et b e 4
APARTIMENT T0L [OFFICE] e ettt et et e e s s bR e et h e pae e ms s et es et emes e 5
HOUSE MANAGER CONDUCT Lo ettt e e e e r e v b rmne s een e emn s 6
LOG BOOK . e et e e bttt e e e et e e eme e s hb Ao e e e ea s be s e ee ek S et e res e e e e 7
STAFF TELEPHONE USAGE ..o e e ek et e o e 1o eett s 8
TRAINING AND CONTINUING EDUTCATION oot ine e en et stm s s s smec e smns s s ont s s emm s sen s ens o 8

PRORIBITED ITEMS oo PO C U CR PRV UOTPPURIN I
NEW RESIDENTANTAKE PROCEDURES ... i e 13
RESIDENT DISCHARGE PROCEDURES ..ot ettt ettt mm it s e e s sae s e eeaenrer s 1
SCHIRMER HOUSE PROGRAMMING ...t e v et n b e e 15
RESIDENT SCHEDULES AND SCHEDULE CHANGE FORMS ..ot e 15
RESIDENT PASS PROCEDURES .. e e e e e e rens e s 16
VISITING HOURS AND PROCEDURES ....iii it v re e eeeeetreetiesme s sm e st baenss e e e e st sic s e smecsaneences L)
RESIDENT PHONE PRIVILEGES ..ot et e et ettt ety s m e e a1 e ra s amnee s 17
CELL PHONE PRIVILEGES... ... et ettt et ee s seeeee LD
RESIDENT SUPPLIES ... e A eeeettemetedEEbfeetreeeELEEr e teee et betassebaentt e e e e etaaerisaeassesbennsbssensris 1B

SAVINGS DEPOSITS oot tirme s e et et et b1 e se s b e sibaas s se e s se 11 bas semebens 2488 E e nn s o 408 a2 17
URINALYSIS TESTING PROCEDURES....coiiiiitt ettt cmemee e sivas o e s ses s emit et s e s st bt e e seeneses st L 1

MEDICATION PROCEDURES ... e e et enns 21
INCIDENT AND VIOLATION REPORTS....ccoir et 200

Revised 5/2013 3




HOUSE MANAGER (HM) EXPECTATIONS

Work all shifts as scheduled
» Remain at Schirmer facility for entire shift

» Clock in and out at the beginning and end of each shift and sign the time card prior to
the end of the pay period

s Watch camera at all times
e Walk the Schirmer House grounds once per hour

s Use office phone for business purposes only. The phone line is to be kept free as much
as possible during each shift

» Keep back gate locked at all times
= Basement gate is to be locked between the hours of 10:00pm and 6:00am daily

» The front window blinds must remain open in apartment 101(office}

Attend all continuing education sessions as scheduled

SCHEDULING

House Manager Supervisor is responsible for all scheduling
* Monthly schedules are located on the bulletin board in apartment 101 {office}
»  Three shifts include 8:00am-4:00pm, 4:00pm-12:00am, and 12:00am-8:00am

* Arrive 5-10 minutes before beginning of the shift to review log book, staff notes, and
discuss any pertinent information with House Managers ending their shift

Revised 5/2013 4




e May not leave the facility until relief has arrived for the next shift

e« C3ll Gff/Time Off Procedures

c if unable to work a regularly scheduled shift, HM’s are to call at least three {3) hoursin
advance, and are responsible for finding another staff member to caover the shift.

o When finding coverage, make every effort to cover the shift with a part-time staff
member before full-time staff members are called.

if unable to work a scheduleg shift, during regular business hours, 8:00am to 4:00pm,
HM'’s are to call the House Manager Supervisor and notify him that they are not ahle to
wark their regularly scheduled shift, and provide the name of the staff member who is

i

covering for them. After regutar business hours, HM’s are to call the on-cali staff
member,

©  If HM’s became ill or experience an emergency while they are working their scheduled
shift, they are responsibie for finding another staff member to cover the shift. HM’s are
not permitted to leave their shift until another staff member arrives to relieve them.

o Requested time off should be done as early as possible, at least two (2) weeks in
advance. Although we try to accommodate peaple the best we can, sometimes it is nat
possible to grant time requested.

IF STAFF IS UNABLE TO FIND ANOTHER STAFF MEMBER TO COVER THEIR SCHEDULED
SHIFT, THAT STAFF MEMBER MUST WORK THEIR SHIFT AS SCHEDULED INCLUDING
HOLIDAYS.

a

APARTMENT 101 (OFFICE

¢ There should always he a HM in the office. In the event both HM's are required to leave the
security office, the daors shauld be locked and the key taken, with the last HM to leave.

* Smoking is not permitted inside apartment 101 (office) or any office or spartment at any time.
»  The office door shall remain unlocked at all times.
*  Only one resident at a time is permitted in apariment 101 {office]. HM’s are to make every

effort to expedite the sign infout process to ensure all residents may return to their apartments
in a timely manner,
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» Residents are required to knock before entering,

« Residents are required to turn off or sience their cell phones while in apartment 101 and are
not permitted to be on their cell phone while in the office.

s Residents are only permitted to come in apartment 101 for valid reasons, i.e. sign infout, take
medication, and meet with Director. Residents are not to be in apartment 101 for lengthy
periods of time or to socialize with staff.

HOUSE MANAGER CONDUCT

s  HM's must remain awake and alert at all times. When seated at a desk, HM's must remain in an
upright position. No blankets or piltows are to be used by HM's in the security office. HM'sare
not to lay their head down an the desk and give the appearance of “sleeping.” If HM's are found
10 be asleep, or give the appearance they are sleeping, they may be terminated. If HM’s are
working with sameone who is steeping on the job and do not report it, that HM may be held
responsible as well.

s if HM's are working with another HM and witness that HM breaking rules or regulations, the HM
MUST REPORT them to the House Manager Supervisor. Failure to do so may result in
suspension or termination.

s HMsmust act in a “professional” manner at all times, i.e. when interacting with residents,
answering or making phone calls, or addressing anyone who comes onto the property.

s Shall value the human worth and dignity of all residents by respecting the individual, recognizing
diversity and treating all offenders fairly.

e Shall not display favoritism of preferential treatment for individual residents or groups of
residents.

= Shall not engage in any persenal or business relationship with any resident under the state
agency’s jurisdiction, or a resident that has been a program participant within the last two years,
or the resident’s family.

«  Must inform the HM Supervisor immediately if HM's have previously known or been acquainted
with any resident at the Schirmer House.

» Shall not use their official positions to secure or receive advantages, gifts, money, or favors from
residents, their families, or associates.
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Shali not abuse residents verbally or physically,
Shall recognize the resident’s right fo privacy and adhere to confidentiality rules.

Must never receive or give any property, i.e. money, cigarettes, food etc. to or from any
resident.

LOG BOOK

HM’s are to write all information concerning the residents and the facility in the iog book during
each shift,

Buring shift change, HM's are to communicate all impontant information to the next shift.
Each HM is responsible for reading the log book back ta their last shift worked.

Make a strong effort to write neatly and legibly and ensure all information is accurate.

HONE POLICY

A Schirmer House full-time staff member is on-call 24-hours per day.
HM's are to place calls to the on-call staff member only in the event of an emergency.

Emergencies may include:

o Fire

o Tornado

o Earthguake

o Staff unable to cover a shift

o Any resident needing to go to the hospital

HM'’s are to call the on-call staff phone and leave a voicemail if there is no answer,

if 30 minutes have passed and there still no answer, HM’'s may call the Residential Facility
Birector's personal cell phone.
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¢ HM’s must call the on-call supervisor and leave a message if there is no answer; if a resident
absconds, has a positive urinalysis, has a positive breathalyzer result, is in a fight, goes to the
hospital or police are called for a resident issue.

STAFF TELEPHONE USAGE

s The telephone in apartment 101 {office) must be answered at all times.

* Residents are informed during orientation that they are not permitted to receive personal calls
on apartment 101 phone unless it is a true emergency, i.e. death in the family.

¢ Confidentiality prevents staff from releasing any persanal informatian about our residents and
whether ar not any person resides here or not. If someone calts and asks for a resident, staff
should respond by saying, “Due to confidentizlity policy, | cannot release any informatian and
cannot confirm or deny whether or not that person lives here,” Ask caller if it's an emergency
and if so what it is. HM will not take messages for someone who just wants to talk. HM will
attempt to lacate the resident immediately and allow the person ta speak with the resident if it
is an emergency.

e  When potential emplayers call residents, take a message and attempt to locate the resident
immediately and have the resident return the cali. Residents should use the telephone in the
comman area.

TRAINING AND CONTINUING EDUCATION

*  Youwill receive training prior ta beginning your regularly scheduled shifts including review of
the Center for Women in Transition manual and the Schirmer House Manager Handbook.

s You will also have the opportunity to attend Missouri of Department of Carrections trainings
peripdically. All staff must participate in 16 hours of cross training annually.

EMERGENCY PROCEDURES

Staff members must complete incident reports for each situation listed below prior to leaving the
Schirmer house at the end of your shift. Call the on-call staff member if necessary. The on-call staff
member will take responsibility for calling the Residential Facility Director if necessary. The
Residential Facility Director will take responsibility far and coordinate with MDOC if any residents are .
in need of temporary housing cutside of the Schirmer House.
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Fire

o Smoke/carbon monoxide detectors are in every apartment unit, and in the basement.
Color-coded maps and escape route information is on the back of every apartment
door. There are fire extinguishers in every kitchen. f there is a fire that cannot be
controlied with a fire extinguisher, one staff member caill 911; grab log book and stand
outside the security door to direct resident to the designated meeting area across the
street by the fence in front of the waste management company and the alley and wait
for fire trucks to arrive.
The secand staff member is to evacuate all residents from their apartments and direct

]

them to the meeting area. (starting on the 2™ floor first} Once all apartments have
been checked both staff members will join the residents at the designated meeting
area,

o 5taff members will ensure all residents are accounted for by checking the Resident
roster.

Tornado
o All residents and staff are to proceed to the basement toward the center and away from
windows.
o One staff member will evacuate the apartments, and the second staff member will
stand at the bottom of the stairs and direct the residents to the safe area.
Staff members will ensure all residents are accounted for.

8]

Earthquake

© Upon realization that an earthguake is occurring, get under the nearest piece of
furniture that will provide you overhead protection from falling objects. Try to stay
away from electrical lines and overhead storage racks containing heavy objects.
If necessary, cail 911 to report any injuries.
One staff member is to evacuate all residents from their apartments and direct them to
the designated meeting area. A second staff member witl go to the designated meeting
area and wait for the residents.

o Staff members will ensure al residents are accounted for.

Resident in need of medical attention

o If asituation arises that requires a resident to go to the emergency room, call the on-call
staff phone and notify staff of the situation.

o The on-calt staff will make a decision whether or not the resident may go to the hospital,
and whether or not bus tickets should be supplied for the resident.

o The reasons for a hospital visit may include; respiratory distress, severe and debilitating
pain.

o Staff may sign out the resident if she is not able to sign out herself, and this must be
added to the resident’s schedule sheet,

o If an ambulance picks up the resident, ask what hospital they are taking her to.
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If the resident takes the bus to the haspital, the resident must call the security office
when she arrives at the hospital.

Residents must call the office when they know whether they are being admitted or
discharged,

» Death/Suicide

o
et

ol

%]

Do not disturb the body.

If any other clients are in the apartment, move them to another area outside the
apartment.

Call 911 and the on-call staff member.

The an-call staff member will call the Residential Facility Director,

The Residential Facility Director will contact the Center for Women in Transition’s
Executive Director and MDOC.

e Attempted Suicide

o

@]

As soon as staff members become aware of an attempted suicide, one staff member
should stay with the client until an ambulance arrives and remove any other clients fram
the apartment,

The second staff member is to cali 911, and the on-call staff member.

The on-call staff member will call the Residential Facility Director, and the Rasidential
Facility Director will contact MDOC.

»  Physical Altercation

£
et

If there is a physical altercation between residents, do not attampt to intervene. Staff
members may take contro! of the situation by directing all residents not involved in the
altercation to return to their apartments and use de-escalation technigues with the
involved residents.

If necessary, call 911 and notify them of the situation. When the police arrive, a
determination will be made as to whether ar not to arrest the involved residents.

Call the on-call staff member, and the on-call staff member will call the Residential
Facitity Directar, if necessary.

If a resident assaults a staff member, call 911 immediately. Call the on-call staff
member. The on-call staff member will call the Residential Facility Director.

» Crime or apparent crime on the property

-
-

If staff members notice a crime ar apparent crime is being committed on the facility
property, do not attempt to handle the situation without police assistance.

Cali 911 and ask that an officer come to the facility to assess the situation.

Call the on-call staff member and naotify them of the situation,

Revised 5/2013 10




[

o

Q

]

a

EVACUATION PLAN

Evacuation Plan should go into effect: Flooding -Extended Power Outage-Gas Leak- Carbon
Monaxide Poisoning -~ Hazardous Material /Chemical Spill.

As one staff call 911 to alert authorities of the reason for evacuation the 2™ staff will take
walkie talkie and began to notify residents of evacuation.

Staff will grab the walkie talkie, keys, flash lights, resident roster and the emergency eguipment
bax (First aid kit, weather radio, spot light, 4 flash lights. As you leave, quickly check your area
for anything suspicious or out of the ordinary, go to the designated meeting area and wait for
the residents.

At the same time, the second staff member wilt evacuate all residents from their apartment {in
a calm manner) and direct them to the designated meeting area across Schirmer street in front
of the waste management company and the alley.

Using the same exit route as a fire, this is located on the back of each apartment door. Staff will
direct the residents to move across and down the street in front of the waste management
company and the alley,

Staff will ensure all residents are accounted for by laooking at the resident roster.

Obey the emergency responders they will recommend a safe distance you should keep from
the building.

Staff will contact the Facility Director immediately

BOMB THREAT

Whether you receive a call or a letter about a bomb, or a suspicious package is delivered, the
first thing you need to remember is to remain calm. If you are on the phone with the
perpetrator, try to get as much information from him/her as you can, so you can assist the
police later. Grab a pen and paper to jot down anything the suspected terrorist says, and any
background noises you hear, i the threat is received by mail, do not handle the package any
more than is necessary, because the wrapping could contain vital clues or fingerprints of the
perpetrator. if a suspicious package is received, quickly and without panic remove everyone
from the room in which the package sits.

As soon as you hang up the phone, dial 911 to alert emergency persannel of the situation. If
possible, do so from a ground-line phone because cell phones and ather electrenic devices
might trigger an explosion.

Al the sarne time, as one staff calis 911 they will grab the keys, the resident roster, emergency
equipment hox and anything else they will need to keep everyone safe.

If you have time, aopen windows and doors to dispel any blast force that might occur, As you
leave, quickly check your area for anything suspicious or out of the ordinary and go to the
designated meeting area to meet residents

Af the same time the second staff member will start to evacuate ali residents from their
apartments {in a calm manner) and direct them to the designated meeting area. Using the
same exit route as a fire, this is located on the back of each apartment doar staff will direct the
residents to move across and down the street in front of the waste management company and
the alley.

Staff will ensure all residents are accounted for by checking the resident roster.

Obey the emergency responders they witl recommend a safe distance you should keep from
the buiiding.

Do not go to the parking lot or get into your car because nearby vehicles may contain bombs
as well.

Staff will contact the Facility Oirector immeadiately.
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PROHIBITED ITEMS

Below is a list of prohibited items. These items are not to be in any area of the apartments or on their
person at any time. If any of these items are found, residents will receive a violation. This listis not
100% inclusive, but will help you determine what is considered contraband. If items are found in the
living room, kitchen, hallway, or bathroom, a violation is to be written for each residentin the
gpartment.

If staff finds drugs on the property (excluding aicohol) the palice are to be called. A violation reportis to
be written for one or both residents in the apartment. Staff is also to call the on call staff member and
leave a message on the parole officer’s voicernail if after hours. if alcohol or other prohibited items are
found, staff is to write a viclation and incident report, place the alcohol or prohibited item(s) in a zip lock
bag on the cantraband shelf in the kitchen closet of apartment 101 (office). Indicate the apartment
number and/or resident’s name on the zip iock bag.

s Pornographic or sexually explicit material

+ Drugs and alcohol including paraphernalia

=  Synthetic urine

s Ligquid bleach

» Liquid alcohol

s Mouthwash or medicine that contains alcohol

» Liguid nail polish remover {exception for polish remover with pads or sponge)
» Aerosal cans

»  Sharp knives or scissors

» Medication of any kind (includes prescription and over the counter medication), unless it is
documented on residents medication log sheets

» Candies or anything with an open flame including incense

* Cigarette butts

= Pornographic or sexually explicit materials. {Sexual toys, sex aides, sex dolls, sex creams) etc.

¢ Hair dye (dying hair is not permitted on the Schirmer House grounds)

ROOM SEARCHES

~» Random or targeted room searches are to be conducted on a regular basis.

¢ Residents who are present during a reom search should be asked to wait in the common area
until the room search is complete.

» Staff must wear gloves while conducting the room searches and use the “room search box”
located in the kitchen of the security office. A flash light is also available for use in hard to see
areas.
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*  The “room search box” is where staff will place any contraband items found in the apartment so
other residents cannot see what is taken cut of the apartment.

¢ Thorough searches include all rooms of the apartment to include under and behind furniture,
inside food packaging, inside toilets, inside vents, all pockets of clothing, etc.

+ Room search logs are to be completed each time a room search is conducted, even if no
contraband is confiscated.

NEW RESIDENT INTAKE PROCEDURES

*  New residents typically arrive during the week by noon, but there will always be exceptions and
times when new residents arrive during the weekend or evening hours.

Staff will always be aware ahead of time that a new resident is coming to the facility; however,
there may be times when women arrive without our prior knowledge of an intake. If this
situation accurs on any shift, contact the on-call staff member immediately while the new intake
waits in apariment 101,

* House Managers are to search perscnal belongings for contraband, placing any contraband in
the locked closet in apartment 101 {office) kitchen.

New intakes are to be given a breathalyzer and urinalysis test.

e The new resident is to complete an information sheet and inventory sheet to be placed in the
case manager's mailbox. This can be completed after the new resident is settled in her
apartment.

If necessary, staff is to complete medication farms as needed.

If a new resident must go to treatment or work before the schedule can be approved, house
managers are to contact the on-call staff to advise them of the schedule and allow the new
resident to go work or treatment.

New residents are to be given a tour of the facility, shown ta their apartment and be given keys
to their front door ang bedrogm.

s  The new resident is to be given a food card and permitted to go ta the grocery store as scon as
possible after her arrival.

The new resident is to receive any needed toiletries.
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RESIDENT DISCHAR DURE

MM

House Managers will always be aware ahead of time if residents are discharging. This typically
happens during the week, but may ocecur in the evenings or on weekends,

Residents are to complete discharge paper work, turn in their keys, and clean their apartments
and linens prior to leaving the facility. {lean finens are {o be placed back on the bed and the
towel and washcloth on the bed.

House managers are to search their belongings to ensure the resident is not taking Schirmer
praperty, including cleaning supplies, linens, etc.

House managers are to inspect the apartment for cleantiness prior to the resident leaving the
facility.

REA

Residents are permitted in the common area {living room apartment 107} from 5:00am tg
9:45pm each day.

House Managers are to manitor the residents in the common area by walking into the common
area periodically and watching the security cameras.

Common area rules are posted on the bulletin board in the common area.

Residents are not to cook together in the common area. They may use the grill outside if given
permission from the house managers, but are not to share food with other residents. There may
be occasions for meals or events for all residents to participate in with staff.

it is the responsibility of each shift to ensure the residents leave the common area in an orderly
fashion.

Before the residents leave the commaon area at 9:45pm, they should be instructed to straighten
the common area: clean kitchen, push chairs under the table and clean the table, put all games,
baoks, newspapers, magazines neatly on the bookshelf, turn off the television/dvd/vcr player
and return all tapes back to apartment 101. Staff should also make sure that the thermostat is
set to an appropriate temperature and the common area is clean and organized.
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SCHIRMER HOUSE PROGRAMMIN

Schirmer House residents are required to attend programming each week that includes job
searching both inside and outside the facility, and group sessians both during the day and
evening hours.

Solving our Situations (SQS) group runs four times per year on Wednesdays from 6:00pm to
7:30pm for approximatety 8 weeks in the common area. House Managers will receive a list of
those residents who are to attend. Residents wha are not on that list may not attend the group.

NA Meetings are held on the common area on Fhursdays at 6:30pm. All residents are to attend
this meeting unless they are excused by the Schirmer House Team to not attend the meeting,
i.e. the resident does not have a history of substance abuse. House Managers will have a list of
those residents not required to attend.

Residents also participate in setting goals and positive programming through the Schirmer
Haouse Program with the Schirmer House Team, consisting of the Director, Case Manager,
Employment/Life Skills Specialist, House Manager Supervisar, and Parole Officer.

RESIDENT SCHEDULES AND SCHEDULE CHANGE FORMS

Residents are not permitted to leave the facility unless they have an approved schedule.
Residents turn in schedute forms each Tuesday by 9:00pm for the following week for review and
approval by the Schirmer House Team. Approved schedules are kept in apartment 101 office
files. Residents sign in and out on their schedules. House Managers are to record their
breathalyzer reading and initial the schedule farm each time a resident signs out and in.

Residents are always required ta return by their scheduled return time. If a resident is more
than 15 minutes late, staff is to complete an infraction report. The residents may call to notify
staff they ave running late for various reasons, but the infraction report must still be completed.

Residents may complete a schedule change farm if they need to adjust their weekly schedule.
These changes may be in relation to work, treatment, doctor's appointmenis, interviews, etc.
The Case Manager and Employment/Life Skills Specialist review and verify these changes during
the weekdays.
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s After schedule change forms are reviewed and verified, the changes will be reflected on the
weekly schedule forms, and the schedule change forms will be placed behind the schedule in
the resident’s office file.

e {f there is a change in a resident’s work ar treatment schedule during the evening, weekend or
overnight shifts from what the resident aiready has on her approved schedule, the resident is to
complete a schedute change form and turn it in to the house managers.

¢ The HM will call the on call telephone to get approval before the resident is permitted to exit
the facility.

s Once the HM get the approval they need to record the cutcome on the Schedule Change Form,
and place it behind the resident’s weekly schedule form in the resident’s security office file. The
schedule change is to be documented on the weekly schedule form with the House Manager
initialing the change. All changes made and reasens need to be recorded in the log book.

RESIDENT PASS PROCEDURES

e Pass time can vary fram 6 - 48 hours for residents according to their positive programming. This
means successfully following their schedule for the week which may be a combination of
substance abuse treatment, school, and/or work. Pass forms are turned in each Tuesday by

9:00p.m. Overnight passes will only be granted if the resident has an approved place to stay.

« Residents are permitted to attend church services for three hours each Sunday including trave!
time. Church pass forms are also due each Tuesday by 9:00pm. Residents attending church are
required to return with a church bulletin and turn the bulletin in to the House Managers. House
Managers are to verify the church bulletin information matches the information an the church
pass form, If residents do not submit a church hulletin or the information on tha bulletin does
not match the church pass form, House Managers are to complete a violation form.

VISITING HOURS AND PROCEDURES

+ Residents are permitted to have visits on the weekends on Saturdays and Sundays between the
hours of 2:00am and 6:00pm. Visitation farms are due each Tuesday by 9:00pm and are
available in Apartment 101. Residents are eligible for visits even if they are not eligible for
passes.

¢ Residents with approved visits will have a form lacated in apartment 101 office file. Only those
on the visiting list are permitted in the facility. House managers MUST verify all persan(s)
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identities by tooking at proper identification {driver’s license, state i.d.}. Visitors who do not
have the proper identification are not permitted to visit and must exit the facility.

* if, at any time, the visit becomes disruptive or inappropriate, house managers are to terminate
the visit. House manapgers are to write an incident report documenting the situation.

*  The visiting room is the small bedroom in the rear of Apartment 101 {cffice} and the Commeon
ares Apt. 107.

PACKAGE DROP OFF

* Residents are permitted to have item{s) dropped off at the faciity on Saturdays and Sundays
from 12:00pm to 6:00pm. Residents must submit the individual information far approval. An
item drop off request form is located in apartment 101 and must be turned in by Tuesday by
9am, prior to the weekend. Residents are to notify the House Managers 1 hour priof to the
drop off,

¢ Drop offs may include money, cigarettes, groceries, etc. All items must be searched for
contraband, Coniraband items must be documented on an inCident report and kept in the
security office, identified by the resident’s name.

* House managers are to complete an incident report any time a person dropping off items
hecomes disruptive or inappropriate.

¢ Residents are NEVER to visit with, hug, or touch the person dropping off items. The person
dropping off the item(s) is only permitted to be in apartment 101,

RESIDENT PHONE P GES

* Residents are permitted to use the house phone in the common area apartment 107 from
6:00am tg 9:45pm each day.

* Residents are required to sign in and out when using the phone on the log sheet in apartment
101

¢ Residents are permitted to make 3 phone calls per day for 10 minutes each time. House
Managers are to monitor the phone calis to ensure each resident is adhering to policy.

e Staff is to complete an infraction report any time residents abuse the phone privilege. Failure to
fotlow phone procedures will result in loss of privileges.

Revised 5/2013 17




CELL PHONE PRIVILEGES

Residents are permitted to have a cell phone during their stay at Schirmer House.

Cell phone number(s) must be provided to Schirmer House and the Prahation and Parole
Officer.

¢  The current telephone number should be recarded in the Resident’s file located in the security
office. If a resident changes her number, she must provide the new telephone number to the
HM for recording.

Cell phones may be confiscated if it becomes a disruption during quiet hours or pragramming.

RESIDENT SUPPLIES

»  Resident will receive supplies from the LS/ES on a monthly basis. Residents should be
encouraged to get their supplies from the LS/ES during regutar hours; however, there may be
times when a resident will need supplies during non-business hours.

« Extra supplies are located in apartment 102 in the living room closet. Resident’s emergency
needs should be supplied from that location during off hours.

¢ 5taff should not enter apartment 109 during non-business hours.

RESIDENT SAVINGS DEPOSITS

* At all times, residents should be directed to the LS/ES to submit their savings deposits. If a
resident has a deposit after business hours, she should be directed to submit the deposit in the
mail slot of apartment 108 for pickup and process the next business day.

s Staff shauld not accept the deposits from residents.
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URINALYSES TESTING PROCEDURES

* Drug testing is a significant part of the rehabilitation process. We are required to test 30% of
our contracted beds, or 9 residents per month. Staff will receive instruction on which clients to
test fram the Residential Facility Director. in addition, clients are to be tested for the following
reasans: upon intake, if Breathalyzer {BA) is positive, arriving more than three {3) hours fater
than their approved schedule or pass, return from an unauthorized exit, odd behavior, or
returning to the facility in an unauthorized vehicle.

e When a resident is required to submit to a urinalysis, she must sit in view of the staff member
until she can produce a urine sample. |f she does not submit a urine sample within two hours of
being notified, she is considerad to have a positive UA, The resident is still required to sit in full
view of the staff until she can produce a urine sample.

s Staff must view the test mid-stream collection in an effort to deter the client from tampering
with the urinalysis. The client must be observed by a qualified staff representative of the same
sex. Clients will be tested throughout their entire stay at the Schirmer House to ensure
compliance.

When you are administering a urinalysis, please adhere to the following procedures:

1. The coilector should put on rubber gloves and retrieve an onsite plastic coliection cup located in
the closet of the bathroom.

2. The coillector will reguire that the client remove any hutky clothing, such as a coat ar loose

fitting outer garments, in order to reduce the possibility of an attempt to alter or falsify the
urine sample.

3. The collector will escort the client to the collection area (hathroom} and may conduct a routine
non-intrusive search or a routine frisk search of the client in an effort to find items that may be
used for altering the sample.

4. I suspicious items are found, staff must confiscate them and write a “Violation or Incident
Report”, but allow them to continue the urinalysis.

5. The tollector will instruct the client to poli their pants and underwear to their ankles, squat, and
start urinating and catch the urine in the stream with the urine sample bottie.

6. The urine sample bottle should never make contact with the vaginal area,
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7. The resident is to use cne hand to hald the cup and the ather should be used to hold their
blouse in the middle of their chest.

8. After the bottle has ¥ or more of uring, the client must hand over the battle to the collector
who then places the bottie on a flat surface and clases the lid.

9. The collector peels off the label an the urine cup to view the results.

10. Reading the test
a. Alllines an the “C” {control) must show ar the test is not valid.
b. A negative test will show lines next ta the indicated drug.
€. A positive test will not show lines next te the indicated drug.
d

If needed, the catlector can photocopy the results by placing the entire cup with the
card face down on the copier.

11. If the test is “Invalid”
a. The collector should place the test cup with the urine into a bio-hazard bag and place
into the small refrigerator
b. The collector then must document the results in the manthiy UA log, in the client’s
individual file and the individual drug test log form that is turned into the director.

12. If the test is “Positive”
a. The collector must check with the client to see if they are willing to pay for the urine
sample to be sent to the lab for confirmation,
b. If the client refuses to pay for the urine to be sent to the lab, the test will be cansidered
positive.

¢. If the client is willing to pay for urine sample to be sent to the lab then proceed as
follows.

i. Infront of client, place security seal over the lid of the test cup and have client

and collector initial the seal.

ii. The collectar, will then fill out the Specimen Request form and attach to the test
cup.

iii. The collector will then place the test cup inside of the white Redwaod
Toxicology bag and seal the bag.

iv. The collector will then fold up 3 Redwood Toxicology cardboard box and place
the sealed white bag inside of the box and seal the box shut with tape.

v. The collector will then write the return address on the top left corner of the
white box and place it in the mail.

vi. The coliector then must document the results in the monthly UA log, in the
client’s individual file and the individual drug test log form that is turned into
the director.
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13. if the result is "Negative”

3. The coliector may discard the urine in the onsite test into the toilet and place the testin

. a bio hazard bag and remove gloves and wash hands.

b. The collector completes a urinalysis form for the parole officer to include the date,
resident’s name and signature, urinalysis results, and staff signature. Place in the
program director’s maitbox.

£. The coltector may excuse the client.

d. The coltector completes the urinalysis log sheet located in the log book on the HM's
desk to include the date, resident’s name, urinalysis results, and staff initials.

e. The collector completes the urinalysis log sheet located in the client’s file to include the
date, resident’s name, urinalysis results, and staff initials.

*  All residents returning to the facility are to be given a breathalyzer {BA} test.

¢ Residents are given a “blow stick” upon intake and are expected to keep this with them during
their stay at the Schirmer House.

s Documentation of the breath analysis is to be recorded on the resident’s sign infout log.

* if the BA is positive, the result must also be documented on the residents BA/UA fog iocated in
. the resident’s security office file. The resident is also then required to submit a UA.

*  Positive results are tc be documented on a violation form. If a resident refuses to test, thisis
also considered a positive BA.

MED} [ON PROCEDURES

«  Staff is NOT to dispense ar handle medication{s) out of the hotties. Residents are required to
handle their own medication,

«  Medication log sheets are to be completed when clients turn in new medication(s) or a new
sheet is needed. These sheets are located in the Medication Log Book lacated on top of the
medication cart. The top portion of the form is to be fitled out completely and accurately.

»  Scheduted times for residents to take their medication are to create an organized process for
residents and their medication. Scheduled times are 6:00-7:00am, 1:00pm-2:00pm, and
8:30pm-S:30pm. There are occasions when residents will not come during the scheduled time.
if this happens, please remind the residents of the times, and atlow her take her medication.

. « Residents are to count each medication prior to taking the medication each time they take the
medication and properly document the informaticn on the medication log sheet(s}.
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Clients must take their medication while in apartment 101 and are never permitted to leave the
security office with loose medication.

If the count does not match the previous count, have the resident recount the medication. f an
errar is discovered, correct the error and staff is to initial the change. If an error is not
discovered and the count is still off, staff is to complete an incident report to be signed by the
staff person and the resident.

Staff is required to supervise the pracess of each resident taking her medication. At no time is
staff allowed to force a woman to take her medication. 1t is the resident’s responsibility to
came to the apartment 101 during the scheduled time to take her medication.

Staff is responsible far the accuracy of the medication records, including having residents count
each medication each time they take the medication, the medication count, watching the
residents to ensure they are taking only the recorded amount of pills. $taff’s initials verify all
information above is accurate.

If a resident brings in @ new prescription, but has an old prescription of the same medication, be
sure to complete the old bottle before starting a new one. Complete a medication log form and
place the new prescription bottle in the locked cabinet of the kitchen until the existing battle is
empty; unless the resident brings in a statement from the doctor stating we start the new
prescription immediately.

Never assume that when a client brings in medication that the number of pills indicated on the
bottie is the number of pills that are in the bottle. New medication is ta be counted upon
completing a new medication log form,

Qn occasion, residents will simply farget to take their medication. in this instance, staff is
permitted to kindly remind those women to come to the office and take their medication.

if a resident is going to be out of the facility during the time she is tc take her medication, she is
permitted to take her medication with her. Flease ensure this information is properly logged an
the resident’s medication log sheet. The medication the resident is faking out of the facifity isto
be placed in medication envelopes, with each medication having its own envelope. The outside
of the envelope is to be documented with the name of the medication, dosage, directions for
prescription, and staff initials.

Some residents are court ordered to take psychiatric medication. A list of those residents is
located in the kitchen area of apartment 101. Residents who are on this list and fail to take their
psychiatric medication are in viclation. Staff should complete a violation report indicating the
medication, the date and time of the missed dosage, and the date and time of the last pill taken.
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MAJOR VIOLATIONS

* The Major Violation Form should always be completed for each particular offense committed.
There are three sections of the form for three different types of violations; positive UA, positive
BA, unauthorized leave or late return, and “other violations.”

s Violation forms must be campleted prior to the end of the staff's shift. The Residential Facility
Director has ane {1) working day to process the violation with the resident.

» The "comments” or “explanation” area should include ail detailed informatian regarding the
vialation. Staff completing the form should be brief but thorough and write legibly.

* Once the report is complete, staff is to place the violation in the Residential Facility Directar’s
mailbox. The Director will interview the resident and have them to write their comment; sign
and date. The Director will advise the resident of their restriction.

s The following is a list of activities that would justify a major violation. This list is not 100%
inclusive but is designed to help staff determine what activities are strictly forbidden in this
facilivy. if you have guestions regarding any resident activity, please contact the House Manager
Supervisor,

o Possession of alcohol or drugs

G Refusal ta submit a UA or BA

o Threats of violence against staff or residents

2 Sexual misconduct.

o Forcible misconduct — using force or threats of force to obtain compliance from another
(staff or resident)

¢ Engaging in sexual activity, whether forced or consensuat

< Possession of firearms or any weapon defined as lethal or deadly by law

% Unauthorized leave from the facifity, failure to return, not being at approved destination

o Theft or destruction of property
Vandalism

5 Violation of the law and/or being arrested

Operating a motor vehicle without prior permission from the parole officer

Refusing to pay 30% of gross income to savings

Refusing to go to work or quitting a job without permissian

Jg 9

Disassembly ar destruction of firearms
Testing positive on a UA

Blowing numbers on BA
Unaccountability

Failure to attend required treatment

o o g 2 3

Q

Gambling
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Tampering with video cameras and equipment
o Fighting, which includes pushing and/or shoving a client or staff
¢ Failure to take court ordered medication as prescribed _
o Being in ancther resident’s apartment or in an unauthorized area of the facility
Inviting nonresidents onto the property
¢ Being in an unauthorized vehicle

O

INFRACTIQN REPORTS

The Infraction report form is to be completed for each particular offense committed.,

¢ Violation forms must be compieted prior to the end of the staff’s shift. The Residential Facility
Director has (1) working day to process the violation with the resident.

¢ The “comments” or “explanation” area should include all detailed information regarding the
violation. Staff completing the form should be brief but thorough and write legibly.

s Once the report is complete, staff is to place the violation in the Residential Facility Director's
mailbox. The Director will interview the resident and have them to write their comment,; sign
and date. The Director will advise the resident of their restriction

* The following is 2 list of activities that would justify an infraction viclation. This list is not 100%
inclusive but is designed to help staff determine what activities are strictly forbidden in this
facitity. tf you have questions regarding any resident activity, please contact the House Manager
Supervisor.

¢ Failure to complete designated chores within ailotted time frame

Failure to submit weekly schedule on time

Profanity

Leaving electrical appliances unattended

inappropriate dress

tgnoring the 10 minute telephone usage bmit

Qutside of apartment after 10:00pm or before 6:00am

Smeking in nonsmaoking area

Food in bedroom

o 0 0 O

O 0 0

@]

o Arriving later than scheduied return time {less than one hour 1ate is an infraction, aver
one hour late is a major violation)
o Receiving or borrowing items from another rasident
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INCIDENT AND VIOLATION REPORT

Schirmer House staff is required to document and report all incidents, vialations, and infractions
related to the residents. This includes: injuries, hospitalization, any emergency situation, failure
and/or refusal to take medication, unautharized leaves, leaving with an unauthorized persan,
contraband feund on person and/or residence, positive breathalyzer result, positive urinalysis,
theft, lying, arguments, physical altercations, and any viclation of the law or Schirmer House
rules,

incident reports are to be completed for any event that is not considered a house rules
vialation, such as injuries, falls, unauthorized visitors, emergencies, tarnado drills, 911 calls, etc.

Major violation and infraction reports are to be completed for any event that violates house
rules. Please camplete the top portion of the report, and place the form in the Residential
Facility Director’'s mailbox. The Residential Facitity Director wili interview the resident and
inform the resident of consequences, if any. House rules violations are also to be campleted
when issuing a warrant on a resident along with the warrant paperwark.

It is very important that staff at 5chirmer House document everything, even if it seems
unimportant at the time. 1f any staff ever has questions or cancerns, please contact the House
Manager Supervisor.

WARRANT PROCESS

After 1 hour of a Schirmer House resident not returning or calling to inform staff of their
whereabouts staff will then start the warrant process.

The warrant checklist sheet is located in the bottom drawer of the filing cabinet located next to
the HM desk. Staff must fallow the warrant checklist step by step. After each item you
compiete on the checklist staff needs to initial and mark the time that item is completed.

Staff must wait until 3 hours have passed for ali residents’ to notify the P & P officer during
normal business hours. Any [eave without authorization or any [ate returns after business hours
staff must calt the Director, Jewell Donald and she will contact US Cynthia Hygrade.

If {3} hours has elapsed from the noted absence or estimated time of return for identified sex

offenders, dangerous felons and high risk affenders, then the warrant may be cafled inta the
state agency command center.
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For all other offenders if (12) hours have elapsed from the noted absence or estimated time of
return. Staff must begin the warrant checklist after 1 hour has elapsed. Staff must then contact
the Director after 12 hours have elapsed prior to calling the command center.

During normat business hours the Director shall notify the P & P Officer/supervisor
immediately. During non business hours the Director wilf notify the P& P officer/or supetrvisor

when a warrant has heen requested immediately upon the next business day.

Next, staff needs to write a Violation Report on the resident for absconding and attach that
repart to the completed warrant checklist and place them into the Directars mailbox.
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Walcomael

f want to welcome you to Schirmer House, provided for you by the Missouri Department of Corrections
and the Center for Women in Transition. This is a very unique apportunity, and | hope you take full
advantage of all we have to offer. We will provide you with tools ta live an independent life whife also
providing structure to help you succeed. If you have questions during your stay, there are several staff
available to assist you including the Case Manager, Empioyment and Life Skills Specialist,
Probation/Parcle Gfficer, House Managers, and myself.

You are a guest at Schirmer House, and it is a privilege 1o be here, not a right. You are expected to
comply with the policies and procedures of the House. We will provide a safe, structured, and pasitive
envirenmen to assist you with your transition back into the community. You will go through an
orientation that will allow you to become familiar with the staff and the rules of the House. You are
respansible for knowing and abiding by the rules. At Schirmer House you are responsible for yourself.
Take care of yourself and treat yourself and others with respect. Qur goal is for you to leave here with
the tools you need to lead a successful, positive fife. If all of us work hard, we will reach and exceed our
goal.

We are excited to provide this unigue oppartunity to you and others and hope your stay here is positive!

Sincerely,

Jowetf Donat

lewell Donald

Residential Facility Director
Center for Women in Transition
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Schirmer House Staff

lewell Donald - Residential Facility Director
Jewell is responsible for the averseeing the operations, programming and staffing at Schirmer House.
If you have any questions or concerns feel free ta come to apartment 101 to speak to her.

LaTonya Rivers — Case Manager

LaTonya will be meeting with you upon intake, and at various times during your residency at the
Schirmer House. She approves yaur weekly schedules, adjusts your schedule when needed, works with
you to help you meet your goals, and complete your case management pfan. '

Robin S Davis-Employment and Life Skills Specialist {ES/LS)

Rohin will coordinate various functions for you - supplies, your savings and work schedules. Robin will
also assist you with resume building and employment searches. She will meet with you individuafly to
check your progress and provide further assistance. Robin will also teach various groups during the week
that you are expected to attend.

Mark Parker - House Manager Supervisor
Mark warks with and supervises all house managers. He is available to answer questions you may have
regarding your stay at Schirmer,

Shanna Parmeley - Probation/Parole Officer

Honore' will meet with you on a weekly basis to discuss your case management plan and answer any
questions you may have about your supervision. She also will approve your schedules, passes and
manitar any special conditions that you may be required to adhere to.

Sarah Gyrog - Restorative Justice Coordinator

Sarah will facititate & variety of restorative activities. Her office is located at The Center for Women in
Transition main office.

House Managers

House Managers are on site 24 hours per day and are respensible for monitoring the Schirmer House
Communication

if you need to get in touch with any of the above staff members and they are not at the facility, you may
leave a note for them in their mailboxes located in the security office, apartment 101.
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Schirmer House Orientation

The Schirmer House Case Manager witl conduct an crientation with each resident within two business
days following intake. The Case Manager will review all rules and expectations, and emergency
pracedures for the facility. Upon intake, you wilt receive a copy of the Resident Handbook.

The Employment and Life skills specialist will also conduct an orientation with you to assess your needs,
skills, abilities, desires and plans for employment and/or education.

Please use this orientation with your Case Manager and Employment/Life skills specialist to
commmunicate any questions or special needs you may have.

General Conduct

= At Schirmer, you will be treated with respect by the staff and staff will expect the same from you
e You are not to use verbally offensive or abusive language. Such language is not permitted on
Schirmer grounds
e Aggressive behavior or the threat of aggressive behavior will not be tolerated. This includes:
2 Yelling at a staff member or resident
¢ Standing in the face of any staff member or resident in a confrontaticnal manner
o Using profanity toward any staff member or resident
o Failure to remove yourself from a situation where others are engaging in any of the
above listed behaviors
o Failure to remove yourself from any Schirmer setting when asked by a staff member
* Inappropriate relationships:
o Do not make sexuat comments toward staff or other residents
¢ You are not permitted to have sexual or romantic relationships with other residents or
staff
o You are not permitted to have sexual contact of any kind
* You may not borrow, loan, or share any items including maney from other residents unless
given permission by staff
e Youmay not purchase any items for or from any resident or staff member
¢ Appropriate dress and behavior is expected of all residents at all times:
o You must wear shoes when outside of your apartment
House shoes, footie's, pajamas, and robes are to be worn only in apartments
When outside apartments bras and underwear must be worn at all times
No see through dresses unless it is worn with a slip
No see through tops uniess worn with a camisole or tank top underneath
No short shorts, daisy dukes or skirts that reveal your under wear or buttock
No skirts/dresses asbove mid thigh
No low cut tops or blouses that expose your cleavage or breast
No low riding pants that exposes your backside when standing or sitting

o o ¢ 0 o 0O O O
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o Nosagging of your pants that allows your underwear to be seen

o Indecent expasure will not be permitted at the Schirmer House

Definition of indecent exposure defined in Webster's Dictionary-

the intentional exposure of one's body private parts in a manner that
gives offerse against accepted or prescribed behavior.

»  Failure to adhere to the general conduct guidelines will result in a Yoss of privileges

Program Requirements and Expectations {Positive Programming)
A variety of programs will be offered at the Schirmer House to assist you. You are expectied to
participate in the programming at Schirmer House. If you do net meet program requirements, you will
be in violation of Schirmer House rules and subject to loss of privileges. General guidelines for program
requirements and expectations are as follows:

«  Meet with the Case Manager as needed to work toward goals and case management plan

s Meet with the Prabation and Parole Officer as directed

*  Meet with Employment/Life Skills Specialist to establish work and savings schedules and

budgets

» If employable, actively participate in job searching with the Employment/Life Skills Specialist

= Stay alcoho! and drug free

e  Turnin weekly job search tag

» If on grounds, attend all Life skills sessions and comple_te all assignments

e [frequired, you must attend weekly SOS and NA meetings

s  (Complete weekly chores and maintain the cleanliness of your apartments

s (omplete and submit weekly action plans, schedules, pass requests, visitation reguests and
church pass request every Tuesday by 9:00 pm

= If employed or receiving $51/55D, submit your paystubs and 30% savings of gross income within
2 days of receiving it

* Take all medication as prescribed by your physician

* Adhere to all house rules and curfews

» Ifrequired, attend all recovery treatment, school and cther programs as scheduled

= Adhere to your weekly action plan

Emergency Procedures
Escape routes and emergency directions are focated on the back of every affice and apartment door.
We are required to complete one fire and one tornado drifl every month.
« Fire
Notify staff immediately if you see or smell fire or smoke
Find the shortest way aut of the facility that is not blocked by fire. Emergency exit maps
are posted on the backside of the front door of all apartments and offices
o Close your apartment door as you exit
All residents meet across Schirmer Street by the fence of the neighboring recycling ‘
business. Stay at this meeting area until directed to leave by a staff member
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¢ Storm/Tornado
o Upon hearing warning sirens, go to the basement
o Follow directions given by the staff member at the bottom of the basement stairs
o Stayin the basement as directed, away frem windows, until directed to leave by a staff
member

Prohibited Items
Your safety is our priority at Schirmer. Below is a list of prohibited items. These items are not to he in
any area of the apartment or on your person. This list is not 100% inclusive, but will help you determine
what is considered to be contraband.

* Parnographic or sexually explicit material

* Anydrug, alcohol and paraphernalia

¢ Synthetic Marijuana - X2, Fake weed, Yucatan Fire, Skunk, or Moon Rocks, etc

« Liquid bleach

s lLiquid rubbing alcohol

* Liguid nail polish remover

+ Synthetic urine

s Mouthwash or medicine that contains alcohol

s Aerosol cans

¢ Weapons or toals of any kind {examples are sewing needies, locks, scissors, screwdrivers)

s  Medication of any kind {includes prescription and over the counter medication)

s Candles or Incense

s Hair dye (dying hair is not permitted on the Schirmer House grounds)

» Bath Salts

s Hand Sanitizer

» Extension Cords

*«  Eyebrow or trim Razor

¢ Clippers of any kind
Please note that Schirmer House prohibits any mind stimulating substances that may be harmful to the
individual or cammunity.

Personal Belongings

A House Manager will search your helongings for contraband when you move in and you will complete a
personal inventory form. If your inventory changes during your stay, you will need to discuss this with
the case manager. Your belongings will be searched again when you move out. You need to designate a
persan to pick up your personal belongings should you leave the facility hefore completing the program.
This designated person will have 30 days to pick up your personal property, after 30 days your praperty
will be either recycled or discarded. You are responsible for your own personal belongings.

The Center for Women in Transition (Schirmer House) is not respansible far lost, stolen, damaged,
loaned ar horrowed items.
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Apartments

You will be sharing an apartment with a roommate. You will have your own bedroom and share the rest
of the living space {living raom, kitchen, and bathroom). Itis important tc make a consistent effort to
keep your apartment clean and neat. This will help create a living space that feels more |like home, You
will receive orientation and training on how to properly clean your apartment. Schirmer House staff will
inspect each apartment far cleanliness. f yau do not keep your apartment ¢lean, you will be in violation
of house rules and subject to consequences.

You will be responsible for your apartment and bedroom keys. If replacement keys are needed, you will
be charged 51.50/key.

Schirmer staff is permitted to enter your apartment, inciuding your bedroom at any time. The following
guidelines must be followed to avaid vialations and consequences.

» Do not rearrange furniture without permission

+ Do not put holes in the walls for any reason

» Nofoodis aliowed in bedraoms

s You are not permitted to be in any apartment other than your own, including the doorway of
other apariments

o If windows are open, heatfair conditioner is to be off

s (Quiet hours are from 10:00p.m. - 6:00a.m. each day. During these hours, you are expected to
remain in your apartment. Please be mindful of your roommate and neighbors. Keep

tefevisions and/or radios to a low volume, and keep voices at a low volume when talking on the
phone.

Failure to adhere to these guidelines will result in a loss of privileges.

Curfew
e If you are on Schirmer grounds curfew is 10:00 pm
s Pass-Latest return time is 11:00 pm

Common Area Rules

The comman area is the living room area of office 107. You are permitted to spend time in the common
area from 6:00am to 9:45pm each day.

Below is a list of rules you must follow while in the common area. Spending time in the common area is
a privilege. Any violation of these rules may result in a vielation and restriction from the common area.
s The first persan to arrive in the common area will determine which television show to watch.
s [VDs/VCR tapes are available for you to check out in office 101,
» Games and books are located in the common area for your entertainment.

» Any food items, drinks in the refrigerator or cahinets: use of the stave and microwave are
strictly prohibited

» Only on special occasions may faad be shared or provided in the common area

*  You are expected to clean up after yourself when using the common area hefore you leave,
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Laundry/tinen/Ironing

Washers and dryers are {ocated in the basement. You are permitted to do faundry from 6:00am to
9:45pm daily. Exceptions may be made for those who work late at night or early in the morning. An
ironing board and iron are alse located in the laundry area. The Center for Women in Transition is not
responsible for loss or damage to property due to the use of the washers, dryers or iran.

Here are some rules to follow when using the washers and dryers:
s Wash your sheets, blankets and towels once per week
s Shees are not to be washed or dried in the washers or dryers
+ Be considerate of others and do not leave your laundry in the machines.
s |tems left unattended for a long period of time in the laundry area are subject to confiscation.

Supplies

Upon intake at Schirmer House, you will be issued two sheets, one pillowcase, one blanket, two bath
towels and two washcloths. In addition, apartments are fully furnished, and kitchens are stocked with
pots, pans, plates, and silverware.

Each month, you may be eligible to receive various supplies for yourself and your apartment. You are
eligible to receive supplies if your monthly income is less than 3450 per month. Please see the
Employment and Life Skills Specialist if you fall into that category. Supplies include items such as toilet

paper, paper towels, shampoo, soap, teothbrushes, toothpaste, cleaning supplies, taundry detergent,
etc.

The supplies are distributed on Thursday and Friday of each week and are expected to last until the
following week. it is your responsibility to get your supplies at distribution time unless prior
arrangements are made with the Employment/Life skills Speciatist.

Food, Groceries

You will receive a food card based on your income, which will be reflected on your budget. You must
meet with the Employment and Life Skills Specialist every month to review and adjust your budget in
order to determine your food card allowance for the month. Food cards will be distributed upon intake
and on the 1% and 15" of each month after 4pm. For every food card purchase, you are required to
submit a receipt to the security office upon your arrival from the store and you must aisoc show your
receipt for all other store purchases.

Your food allowance must last for two weeks; therefore, it is important to make wise food choices. You
are limited to a ten doliar snack food allowance every two weeks.

The Employment and Life Skilis Specialist will assist you in making a grocery list to assure you are
purchasing food that is nutritiona! and well balanced.
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You are not eligible to receive food stamps while residing at the Schirmer House.

Employment and Savings
The computer lab will be available for you to use Monday through Friday during varying times. The
purpose of the computer lab is for you to be able to access your emaii and pursue employment and

housing opportunities online. Chatting, Facebook, music downloads, YouTube movies and other {ike
soyrces are not permitted.

Please refer to lab hours posted on the front door of Apt 109. Should you need assistance in the
computer lab, the Employment and tife Skills Specialist (ES/LS) will be available toa meet with ypuona
one-on-one basis. It is your responsibility to schedufe a time to meet with ES/LS.

Each resident is required to seek employment within 6 weeks of her arrival at Schirmer unless she is
deemed physically unable to work by a doctor. When you become job ready, you must have a social
security card, state identification, birth certificate and resume available to make an adequate job
application.

Once employed, your employer will need to complete an employment verification form. The ES/LS may
call periodically to verify coantinued employment or weekly schedules. in the absence of the ES/LS,
Schirmer House staff may call ta verify employment changes. if a resident is firad or laid off from a job,
she must notify the ES/LS and Parole Officer within 24 hours.

All residents either employed or receiving Social Security are required to save 30% of their gross (before
taxes) income. Once you receive your paycheck, you must submit a copy of your paycheck stub afong
with your savings in the form of a money order payable to the Center for Women in Transition.,
Paystubs and savings must be submitted within 2 days of receiving your check or deposit.

All residents are expected to transfer any savings from the discharging DOC residential facility to their
savings account at the receiving DOC residential facility. {Example: from MERS to Center for Women in
Transition / Schirmer House)

Failure to comply with the savings program requirement will result in loss of privileges. The money that
you deposit into savings will be returned to you upon your transition from Schirmer House.
H you need to withdraw from your savings you must have prior approval from your Probation 2nd Parole

Officer.

lob searching
fach joh seeker is required to complete a weekly job search log to be completed on the appropriate

form and submitted with the weekly schedule. The job search entries will be for the pricr week. Failure
to include this form will result in loss of pass time.

All job searches must be planned and coordinated. You need to know that an employer is hiring before
you lisy them as 3 job destination.
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The employer’s name and location must be included on the schedule aor schedule change form. All job
search destinations must be approved by the ES/LS. Proof of each employer visited is required at the
time you return from your job search and placed in the ES/LS mail box. (A business catd from a
manager/supervisar, application, or brochure with name of business - ask individual to put the manager
name and number on it for you)

Proper attire is required for job searching.

Life Skills

Life Skilis classes are held each Monday at 3pm and Friday at 10am. Each resident is required to attend

the classes and is expected to fully participate and complete 3l assignments. Promptness is reguired of
each resident. Celi phones, radios, head covers and food are not allowed in class. Residents that do not

Comply with class rules or who become rude and disruptive will be asked ta leave, which will resuit in a
loss of privileges.

Medication/Medical Care/Sick Procedures
+« Medical care is the financial responsibitity of the resident
» Al medication must he turned into staff immediately upon receipt
*  Medication should never be taken prior to submitting it to staff
» Maedication is never tc be shared with anyone else
+ A Prascription Medication Advisory Form must be completed by your physician, dentist, or
other health care professionals including emergency room staff

No medication is to be kept in resident’s apartments,

Medication will be available at the foilowing times:;

6:00am. to 7:00 am. 1.00 p.m. to 2:00 p.m. 830 p.m. t09:30 p.m.
tt is your responsibility to make every effort to come to take your medication(s) at these times.
Medication should be taken during medication times unless ctherwise specified on the medication
bottle. Over-the-counter prescription medication must be taken as the manufacturer recommends.
Medication logs should be filled out completely after taking each medication. Residents must count the
number of pills in each bottle before taking medications in front of a staff member. Periodically it may
be necessary for the resident to count the pills before and after taking the medication.

You are respansible for 3ll refills prior to running out of medication.

if you are going to be away the facility during medication time, you are responsihie to schedule a time
with a house manager at teast two hours prior to leaving to prepare your medications.

Failure to adhere to the medication procedures will resuit in 3 loss of privileges.

i1
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Urinalysis and Breathalyzers
You will be randomly tested for drug and alcohol use

* You must have your blow stick an you every time you return to Schirmer
s Drug and alcohof use is prohibited
s |f yourefuse any test or do not submit to testing within two hours you will be considered to
have a positive resuit
s [fyou test positive for drugs or alcohol, you will lose privileges
¢ If the test is “Positive”
< The collector must check with the client to see if they are willing 1o pay for the urine
sample to be sent to the lab for confirmation {$30)

If the client refuses to pay for the urine to be sent to the Iab, the test will be considered
positive

i8]

Q

If the client is willing to pay for urine sample to be sent to the lab then the staff will
proceed to place test cup in a Redwood Toxicology bag and place in mail

Sign in/Dut
You must sign in and out of the facility in apartment 101
*  You are gnly permitted to leave if your schedule is approved
s Youmust leave gnd returm at your approved time
e« if you are going to be late call the facility and specify your reason and when you expect to return
s f you leave your destination early, you must return immediately to the Schirmer House

»  Youare expected to be at your approved destination otherwise you are considered out of
bhounds

FAHLURE TO COMPLY WITH THE SIGN IN/OUT PROCEDURES WILL RESULT IN A LOSS OF PRIVILEGES

Support Meetings
All meetings must be included on your weekly schedule. You are required to bring a signed meeting
sheet ta show the House Managers upan returning from each meeting then you must take your sheet to

your Parale Cfficer. If you do not provide the meeting sheet to your Parolte Officer, you will fose
privileges.

Weekly Schedules

+ Schedules, pass requests, church requests, visitation requests, weekly programming action plans
and job search logs are to be turned in every Tuesday by 9 pm in office 101

= |If you do not turn in a schedule, you will not be permitted to leave the Schirmer House

e Schedule changes will only be granted for change in treatment, work, or medical appointments

«  Medical appointments should be scheduled ahead of time and placed on weekly schedules

s  Medical appointments should be scheduled outside of treatment and life skiils sessions if
nossible

12
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if you are not eligible for pass time, a church pass will be permitted for up to three hours. You

are required to place a church bulletin in the Case Managers maifbox with your name on it upon

return from church

You will be able to job search in the community after you have pianned and coordinated your
job search with the Employment and Life skilis Specialist

You are encouraged to schedule grocery shapping twice a week preferably every three days
Al destinations must he specified {Schnucks, Harris House Meeting, Virginia Meeting, Basig,
New Beginnings, PPS, Grace Hill, BiC, etc.)

All scheduies must be completed in black ink and must be legible

Schedule change forms {Add-ons}

Sometimes schedules need to be changed; add-ons should be submitted as foltows:

L ]

Passes

Case manager should receive add-ons for treatment, doctor appointments, court, counseting
and apartment searches

Employment and Life Skills Specialist should receive add-ons for alt job related activities and
school

Add-ons should be submitted immediately upon learning of the change and placed in the
approgriate mailbox

Pass forms are 1o be filled out and turped into the appropriate mailbox no fater than Tuesday by
9:00 p.m. Pass time is earned on an individual basis ranging from 6 to 48 hours. Quualification for pass

time will depend on the client’s status and positive programming. The Center for Women in Transition
does not provide transportation for pass {ime.

YOUR PASS HOURS MAY BE BROKEN DOWN ONLY AS FOLLOWS:

One 48 haur pass may be taken, or
48 Hours — two 24 hour passes, or
24 Hours — two 12 hour passes, or
12 Hours — two 6 hour passes

Other requirements:

Pass time hours can begin at 5am {except on Fridays) with a curfew of 11pm

Pass time hours begin after your Life Skilis and other requirement are met

Pass time may only be taken on Friday, Saturdays and Sundays

All passes must be campleted in black ink, legible and accurate {dates).

Pass time should not be placed on your schedules, you rmust use the pass request forms

The pass request must be legible, accurate [dates)and compiete or it may be denied

Passes time locations are approved on an ingdividual basis and generally are not-approved for
hotels or motels

Revised 7/29/2014
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destinations {schoo!, work or treatment)

At the conclusion af your pass time hours, you must return to Schirmer before going to other

®

Programming |

-iNot following program directives as

-Currently on restriction from majar violation.

~Neot follawing program directives {eg Anger

. -Participating in required programming

®

Comgpliant with program reguirements and

Same exceptions at PO and OM's discretion

¢ All passes must be reviewed and approved by your Case Manager and Probation and Parole
Officer
» Special circumstances regarding pass hours needs to be discussed with your P.O.
£ = T o o
1 Schirmer House Pass Procedure
Y_ 1’ Pass T T |
_tevel lTmej Treatment _Employment/ s/ Disabitty |
.-r .l | -Mone- New Arrival/ 1'
l' | Orientation Week or I determined by Probation Officer
' Base < 0 o N/A
| | -Current restriction due to and Case Manager and/or
i major violanE;D __________
| -Level 1 treatment or not
Aronze L6 yet assessed (hut N/A il Manager_nent, .
I assessment has been ! Community Service,
| |scheguled) | Mental Health Treatment, etc)
»_ : T Not employed and |
1| -Level 2 ar 3 treatment of -Not receiving S51/ Disability 'L
Silver 12 | notreatment required {per | -Has not provided doctor’s |
'I assessment or PO} . note verifying |
_____ B S, _____linabMtytowork
:I,, | T | -Employed and warking at "
i | | least 8 hours/week 5,
| ' i| (verified by paycheck) ar
5 . -Receiving 58!/ Disability or
'I Goid II 24 -Level 2 or 3 treatment or 1| -Verified application for 551 | Medication compliant
' . na treatmeant required and nas provided doctor's
]' note proving inability to based an programming
.L WOrK of
'! -Attending school full-time |
o | | ] fverified) |
| Il -bmpioyed and working at |,r
i. l " ! least 20 hours/week ]
; ]. L fper p.a? check St_Ub) ,D_r i -No viclations ar infractions for at
| | -Level 2 treatment for at | -Receiving S51/ Disability :
L | least 4 weeks ar | {verified) or | least one.mcnth and
1
; piamond | @8 -Lavel 3 treatment or no 'l -Appiying for 551 (verified) | —Pays‘sav!ngs regu!_ar[y and
! " | treatment required ! and provided | “Medication compliant and
] 'I quire | P , | -Meets case management goals
' . doctor's note or
l! -Attending school full-time
N {verified)
Visitation

Visiting request forms are located in apartment 101. Visiting request forms must be turned in to the
appropriate mailbox in the security office no later than Tuesday by 3:00pm.

Revised 7/29/2014
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*  Visiting haurs are limited to (3} hours each day of the weekend

*  Visiting hours are on Saturdays and Sundays from 9:00am-6:00pm

« Visitors over the age of 15 must show picture identification upan arrivat, If visitors do not have
identification, they will not be allowed to remain on the premises

s Visitars are only permitted to visit with the resident they have signed in to visit

s The visiting rogms are in office 101, 102 and office 107

e Visitors are not allowed inside resident apartments

+  Residents must cleanup behind their guest

= Al visits will be monitored by Schirmer house staff and will require that staff is present during
the visit

s Schirmer House staff may terminate the visit at any time if the visit becomes disruptive or
inappropriate

»  Visitors are only allowed to smoke outside the security office

item Drop-Off
You are allowed to have itermns dropped-off for you. item drop-off dates and times are restricted to
Saturdays and Sundays, between 12pm and 6pm. item drop-off request forms are located in office 101.

s Item drap-off request forms should be completed only once for each persan delivering items
s The form must be approved before items can be delivered

s Forms must be submitted no later than Tuesday at $pm prior ta the weekend of the drop-off
*  Haouse managers should be informed at least one hour prior drop-off

e All drop-off items will he inspected by staff

Residents are not to visit with the individual dropping off items

Driver Pick Up/ Drop Off
Residents may have family or frignds pick them up or drop them off in a vehicle from Schirmer grounds
with prior approval.

» Driver Pick Up/ Drop Off request forms should be compieted only once for each person picking
you up or dropping you off

= The form must be approved prior to the persan/s picking you up or dropping you off

s Once the form is approved by your P.O, it will be good for the duration of your stay at Schirmer

Mail

Residents are responsible for purchasing their own envelopes and postage. Mailis picked up and
dropped off by the LS Postal Service in office 101. All mail must be inspected by staff before residents
can receive it. Mail that contains explicit material or encourages illegal activity will be turned over to
the parole officer.

Residents are not allowed te receive mail from jails, prisons or any persons on probation or parofe
unless approved by Parole Officer.

15
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Telephane Privilepes
You may use the telephone in the common area between the hours of 6:00am and 9:45pm

L 4

You may make 3 personal calls per day. Each phone callis to last no ionger than 10 minutes
There must be a 30 minute interval between each call

You are not permitted to release personal information about other residents

Phone calls will be terminated if you become rude, disruptive grinappropriate

Staff will not take messages for you uniess it is an emergency, work related, treatment or
medical related situation

Long distance phone calls are allowed in office 101 twice a week (10 minutes each) upon
approval from the House Managers on duty

You must sign infout in office 101 for any calls you make

Cell Phone Privileges

Possession of a cell phone at Schirmer is a privilege not a right

if a resident does not positively program, she may lose celt phone privileges until which time she
programs

All current cell phone numbers must be provided to Schirmer House staff and P&P

No sharing, bartering or trading of cell phones

No sexually explicit photographs, text messages, web sites, chat rooms ar emails are permitted
All cell phanes must be turned off while in any office, computer lab or while in any group

Cell phanes are nat to be used to harass, disrupt or otherwise used inappropriately

Do not use your cell phone to call office 101 unless it is an emergency

Non-compliance of cell phone usage rules will result in your phone being confiscated for an indefinite
peried of time. Staff has the right to search the contents of your phone at any time deemed
hecessary.

Smoking Privileges

-

Smoking is a privilege not a right.

The smaking area is located in the rear of the courtyard at the last two picnic tablas

Smoking is allowed between the hours of 5:00am and 10:00pm

Smoking anywhere outside of the smoking area is strictly prahibited

Evigence of smoking in an apartment will resuit in a loss af privileges for bath residents
There shall be no smoking in the smaoking area during any group meeting

When smoking you are required to use the ashtrays for ashes and putting out your cigarettes
Da not use the ground, walls, plants, or picnic tahles to put cut your cigaretie

You are not allowed to trade, give or share cigarettes with other residents

Do not take any cigarettes out of the ashtray

If the smoking area becomes unsightly, no smoking will be permitted by any residents unti! the
area is cleaned

16
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Transportation

» The Schirmer House program does not provide transportation as part of programming

e We may have bus tickets available if a resident has a true need for transportation and cannot
purchase transportation on her own

* Resigents are reguired to see their Case Manager for bus tickets related to medical, therapy or
henefits one day in advance of appointment

s Residents are required to see the Employment and Lifeskills Specialist for bus tickets related ta
emplayment ar schoot gne day in advance of appointment

s Inthe absence of the CM and E/LS, residents should see House Managers far bus tickets

» Residents are to see the House Managers to get bus tickets for treatment

v Residents that have their own income or other resaurces are expected to provide their pwn
transportation

Driving Privileges

»  Anyresident who is permitted to drive by the Parole Officer, must possess valid driver’s license,
legal registration and car insurance

s Top obtain permission, complete an Authorization to Operate a Motor Vehicle Form located in
Office 101

* Motor vehicles are not aliowed on Schirmer property without complete paperwork and
authorizatian

» Staff has the right to search your vehicle when deemed necessary

» Residents are required to turn in car keys to staff immediately upon arrival

* Residents are required to keep their vehicle clean at all times

s Residents are not allowed to give ather residents or staff a ride In their vehicles

In House Infractions

If staff writes an infraction report, you will meet with the Residentiai Facility Director to discuss the
incident. You will be given an opportunity to respond to the infraction. The Director will then forward
the infraction, along with your respanse to your Probation officer.
Anyone receiving an In-House Infraction will lose Pass Hours

s Noleaving the facility for store

¢ No job search outside building
Restriction for in-House infractions compound as follow

s 1% {n-House tnfraction -Warning

o 2" in-House Infraction - 1 day)

» 37 n-House Infraction - (2 days)

s 4™ In-House infraction - {3 days)

s SYIn-House Infraction - (4days)

e 6™ or more In-House infractions will become a Major Violation
Below is a list of activities that may result in an infraction report. This list is not 100% inctusive.
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This list is to help you know what activities are not ailowed at Schirmer
« Failure to complete designated chores within allotted time frame
s Failure to submit weekly schedule on time
e Leaving electrical appliances unattended
* Inappropriate dress
¢ (Qutside of apartment after 9:45pm or before 6:00am
* Failure to attend work or treatment as scheduied without authorized excuse
s Un-kept bedroom and/or agartment
s Foodin bedrgom
s Arriving later than scheduled return time {less than one hour i3 an infraction)
» Receiving or borrowing items from anothar resident
« Failing to attend groups on Schirmer grounds as scheduled
s Failure to have your biow stick upan your return to Schirmer

Passible Arrest and Termination from Program
[f you commit any of the following acts while a resident at Schirmer Transitional Housing, police may
be called immediately, we will recommend you be arrested and terminated from the program.
The state of Missouri will make the final decision regarding your removal.
» Fighting, to inciude pushing and/or shoving clients or staff
e Sexual misconduct. Forcible misconduct — using force or threats to phtain compliance from
anather
s Possession of firearms or any weapan defined as lethal or deadly by law
s Theft/stealing from staff, resident or Schirmer House
o Destruction of property

»  Tampering with videDd cameras or equipment

Majar Violations

If you receive a major violation, the Director will reet with you to discuss the incident. You will be given
an opportunity to respond to the violation. The Director will then forward the Violation, along with yaur
respanse to your Probation Officer.

Anyane receiving a Major Violation will be placed on Restriction
Restrictions consist of

s  NOPASS TIME

*»  NO LEAVING FACILITY FOR STORE

¢« NOLEAVING FACILITY FOR JOB SEARCH UNLESS ALREADY SCHEDULED WITH ES/LS
You will be allowed to go to work, treatment, medical appointments and court/legai appointments while
on restrictions. Residents are allowed to have visits while an restrictions; however, if the resident
cantinues to incur infractions or violations while on restriction, this privilege may be revoked at the
discretion of the Probation and Parote Officer.
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if you receive ancther Major Violation, while you are on restriction, the restriction wilf be extended an
additional week and so an.

Belaw is a flist of behavigrs that constitute major violations. You will be placed on restriction until you
have met with the Probation and Parole Officer and Residential Facility Director,

This list is not 100% inclusive, but is designed to belp you determine what artivities are strictly
farkidden at Schirmier Hause. These restrictions may vary depending an individual charges.

*  Etngaging in sexual activity 2 weeks
e Viplation of the law - being arrested 2 weeks
» Possession of alcoho! or drugs in the facility 2 weeks
* Absconding or unauthorized leave from the facility,

failure to return 2 weeks
» Refusal to take a drug test or breathalyzer 1 week (AUTOMATIC POSITIVE)
s Refusing a search 1 week
¢ Smoking in your apartment/bedraom 1 week
«  Tasting positive on a urinalysis 1 week
» Blowing numbers on a breathalyzer 1 week
« (Cheek, cuff, and/or tamper with medication 1 week
* Vandalism of any kind 1 week
«  Operating 3 motar vehicle without prior permission 1 week
o Disassembly or destruction of smoke atarms 1 week
* Failure to attend required treatment 1 week
s Gambling 1 week
&  Failure to submit 30% of gross income f{or savings 1 week
s  (Qut of Bounds 1 week
* Verbal threats of viglence and/for profanity against

staff or residents 1 week (TED by Schirmer Team]
»  Mijsuse of Schitmer Food Card 1 week
¢ Contraband in apartment{i.e. medication) 1 week

This list is not 100% inclusive, but is designed ta help you determine what activities are strictiy
farbidden at Schirmer House,

Grievance Procedures

if you have a camplaint or grievance and would like to complete a grievance form you can obtain a copy
of the form in the common area. You can slide the completed grievance form in the grievance box in
the comman area. The Residential Facifity Director will then meet with the resident within 48 hours to
discuss the grievance and determine a sotution. If you are unsatisfied with the outcome of the
grievance, you may then contact the Probation and Parole Supervisor to help resolve the compfaint or
grievarice.
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SCHIRMER HOUSE
Resident Handbook

Schirmer House Resident Handbook Verification

T acknowledge receiving a copy of Schirmer House Resident Handbook-

Addendum: {Schirmer new Pass procedures, Infractions and Violations procedures).

I have read and fully understand the conteats of the Schirmer House Resident
Handbook and the Addendum.

Resident name:

Date:

Revised 7/28/2014

20




Do AN T e S TR A e e B R

Personnel
Manual

Center for Women
in Transition

Transforming women & families
for safer communities.

R A L T R R R T T B AR e e T

March 2014

T TN TR T T AT LT VAT I LTI



TABLE OF CONTENTS

MISSION STATEMENT ..ottt e et e s s s et bae s e s erasas e e s st rasareeens 3
CORE VALUES ..ot ciertitietserereesscanes e aseaseastastesss st anesisaasaeses e st easeasesbeanease st passssasasssnsis 3
SOATIEY .1 cveie e et e i e em et e e e e et esane e aaeeene e, 3
POSTHVE ATHIAC o ci ittt et e et e e et re e e e ee e s s e e e saesaasesaesans var s sannrarene 3

D 11 =24 1 SO UR O OO SUUTORPO 3
Responsibility & Accountability ..o e, 3
TTICTUSTON 1.t ietis e e ettt e e vavas sa o 2ars e e e e be e e s eeemeans e snaeammmr s aeemecaaeasesssanseannssnsbanas 3

BU 0053 00) 5 o1 T=1 4 (o) o HUUUU O OO OR RSO USSR 3
INTRODUCTION ..o ecoeevee oo eeseeessesass e ee oo esseesessesseessssaseessseessssesesessseees s sesseres s 3
EMPLOYEE STATUS ..ottt ae et s e aseeineseen s s s s aba 1o ae s tene s s rsaas ey ae s sensnniens 4
EMPLOYMENT POLICIES ...ttt et e sere et am e e e s ee e e e oo 5
Equal Opportunity Employment/Anti-Harassment......c..cooovcinceninienneenenenn. 5
Reasonable AcCOMMOAATION co..vv it re e ree e 7
RECTIEITIEIIE 1. v cetreetvertteeee it e seeeesbieestsestaeesaascnaes e sassbasanes e ensnensr tenesnenesssenaseensssrire 7
POSt-Offer SErECIING ...iiirviiciiireiee ettt e esast s ses s aesae st aebeate e eanas 8
OTTENTAYION oo et e a e e 8
Performance EVAUATIONS .......oveviiirecesnreersessim s e aese s nen st a b e s renase srnne s 8
Job Descriptions/Job Performance Expectations ........ccccvvriviricicnnscecnccinncenane. 8
Time Sheets/ TIME CATAS ... ..vuiiiiieiiiirieee e eetr e s reeaee e s e s seteeta e s e senerna e g
PErSONNET FIlE oo e ettt n s st d e mar e e s s seneantes )
Disclosure of Employee Records and Information.........cccceoeiviniinveneeeecncenn, 9
Keys and Access t0 the Facility. ..o e seneesineses e, 9
Termination of Emplovment .. .. 10

. ReSIZNATION .o e 10

. DHSIIISSAL. . 1tuviutieriiieeris e et eeecrcer e s ae s sebeesna s rene e eeerna st st ar e ba s e cns 10

Code of CONAUCE <..oiiiiei et et e e et e e ea e s e e e saneennan 10
Confidentiality POLICY -...covoovivcaiecicinie e s e e sne s 11
Conflict Of TNEETEST...ooui ittt et e e e e menans 12
Corrective ACTION . vii i et e as e e r e e b et eaa e 13
Drug and ALCOROL POLICY ....c.vvcviviei it et scns st et en e 15
Whistleblower POlCY oo e 17
GrIEVANCE POLICY 1ottt st st s sttt et 18
WORKING CONDITIONS ..ottt e st et e e eee e e e e e s messmnre e st aeasenee e e e anan 18
SAfEtY PrOCEAUIES ..ottt et st e cea e s e sena e e e b e naia e 18
BEInergency PrOCEAUTES.......vievrecer et sitrie st renn s esee st aa s s s in e nneas 18
[0 0 ot D) o T o - OO ORISR O 19
Schedule of WOTK...ocoiiiiecvoe et e et s ae s e et e e nassann e e s e asnanaaa 19
Inclement Weather ... e s 20

) (1 S OO S PSR OP TP 21



. Smoke-Free Workplace .......ccoooviiiciniic e, 23

Technology/Electronic COmMMUNICATIONS .ovecivrierrieriereeeiinir e cesseeee e eeae. 21

. E-Mail/ Internet .o et 22

. Computers, Local Area Network and Electronic Files.......c.ooccoeeeen. 23

. TEIEPRONES ...t o b s 23
COMPENSATION AND BENEFITS ...ooiiicicmircii i e, 23
Payroll INformation ... e e e e 23
Payday and Payroll Deductions. .........cvovccineiienennrrees e nireressesree e esraane 24

O LT ¢ 3 [ O O P PUS S PR TOPRTOPPTPN 24
Pay Rate Changes ..o et e 25
THIMIC O BenefllS ooiei et et ee e e e e se e s e b s b arr e et aeasae s aarases 25

. Paid Time OFff (PTO) ...ocviereiiercvreieeinnr e ceaseceas et st assne e 25

. STCK LLBAVE ..ot ere e n s ae e e era s eeeseeesenas 26

. Time Off ReQUESES ......vvivieri et erre et 27

. HORAYS 11t ettt ettt a s e e sicn e emae s s s e e e s enr e da e san e e 27

. Bereavement Pay ... e 28

. JULY DILY i e s it e s et ra s s e e 29

. R Yo7 2 F o7 SO TSRS RSR 29

. Military Leave Of ADSEIICE ..oviiicivvivorieeeeeceienvinne i ensasereeresestansssrasernans 29

. Leave OF ADSOIICE. .o iiieis e ie et e e e e aee s e e e ve e rres e e 2g
Health TISUTANCE ..o e e e ettt e e e te st e v et as s snen et e anssaenan 30
. Health Benefits COntINUALION. v ..ociviiei i iceeecrer e s ivee e e esbe s et e er v sasnssaeen e 31
RetINeIMEIE PlAT. ...t ivie ettt eeire e et eb s es e sn s et ar e eaaascansesenasaaresasan s eans 31
Worker’s Compensation INSUTADCE . ......c.vvvevieeeiueeieiiereer e s eiea e iersi et es e ieeseaseaeess 31
Staff Development & Training.......cceovviiniiiin e 31
Mileage/Use of Personal Vehicle for Work-Related Aetivity..................... 32
Travel & BuSINeSS EXPENSES o ccveivrrirnireiriieiaiis ot ietismi sttt sseseaess senesssenssnsescon 32
APPENDIX et etr et re s e st ity ey £s e s beendaesa et e e v areteane 1 aanaas 34
Acknowledgment of Personnel Mamual.....o...oocoii i 35
Acknowledgment of Personnel Manual ... 36



MISSION STATEMENT

The Center assists women in the criminal justice system in making a successful
transition to their families and communities through practicing and promoting
restorative justice.

CORE VALUES

Solidarity
In a spirit of mutuality, non-judgment and fidelity, we support and challenge cach
other to grow onh our respective life journeys.

Positive Attitude
Focusing on strengths and believing in the ability of people to change, we seek win-
win solutions that restore dignity, self-respect and right relationships.

Integrity

We strive to be consistent in word and deed as we serve our values and our mission.

Responsibility & Accountability
We take ownership of our actions and fulfill our commitments, recognizing our
ability to make choices and utilize our own power for good.

Inclusion
We engage all stakeholders in the decision making process as appropriate,

recognizing that diversity and participation strengthen our organization and
community.

Transformation

Using restorative practices - and recognizing that we change in unique ways and in
our own time - we promote development of ourselves into productive, responsible
human beings.

INTRODUCTION

The Center for Women in Transition strives to provide an employee-friendly
environment premised on the Center’s Mission and Core Values, restorative
practices, and applicable local, state, and federal law. We are committed to serving
client needs and mindful of employee interests. This personnel manual summarizes
current policies, procedures, benefits, and working conditions.

Each employee will be asked to affirm that he or she has read, understands, agrees
to abide by, and acknowledges receipt of this manual. The Center for Women in
Transition will make everv effort to natifv employvees when an official change in
policy or procedure has been made, but employees are responsible for their own up-
to-date knowledge about organization policies, procedures, benefits, and working
conditions.

This manual serves an informational purpose only. 1t is meant to be
used as a guideline for employee conduct and employer procedures.




This manual is not a contract of employment nor is it intended to create
contractual obligations of any kind for the Center for Women in
Transition. The Board of Directors rescrves the right to change or
modify any of the terms and conditions of employment at any time,
including any portion of this Manual. The Board of Directors also
reserves the right to interpret and to vary any policy, other than its
employment at wiil policy, when, in its determination, circumstances so
warrant. The employment at will policy can be changed only by a
written agreement that is signed by the Executive Director.

No provision in this manual may be walved without written permission from the
Executive Director. Such a waiver, if granted, applies only to the employee for
whom the waiver was granted at the time of the waiver.

Some benefits mentioned in this manual are covered by a formal insurance policy or
written benefit plan. In the event of any conflict between an insurance policy or
formal written benefit plan and the benefit deseription in this manual, the insurance
policy or formal written benefit plan will control.

Any statement made at any time regarding employment and any written
employment policy issued prior to the date of this manual are revoked and replaced
by this manual,

EMPLOYEE STATUS

Employment at the Center for Women in Transition is on an “at will”
basis, which means that either the employec or the Center for Women in
Transition may terminate the employment relationship at any time, for
any reason. Only a written agreement, signed by the Executive Director,
can change the “at will” nature of the employment of any individual.

Temporary An employce hired for a particular assignment. The job
assignment, work schedule and duration of the position will be
determined on an individual, case-by-case basis. A temporary
employee is not entitled to benefits described in this manua)
except as specified in this Manual or to the extent required by
law, Those temporary emplovees classified as “non-exempt”
{see definition below) will be eligible for overtime pay.

e —

Non-Exempt  Hourly emplovees and salaried emplovees who are not exempt.
Such employees are entitled to overtime pay for actual hours
worked in excess of 40 hours per workweek.

Exempt Salaried employcees in certain managerial, administrative or
professional positions. Exempt emplovees do not receive
avertime pay. Emplovees who are exempt shall be advised of
this classification at the time of hire, transfer or promotion.

S S ——
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Full-Time An emplovee who is regularly scheduled to work 40 hours per .

week.
Part-time An employee who is regularly scheduled to work less than 40
hours per week.
Benefits- A non-temporary employee who works at least 30 hours per
Eligible week on a consistent basis.
Employee
EMPLOYMENT POLICIES

Equal Opportunity Employment/Anti-Harassment

The Center for Women in Transition is an equal opportunity emplover. As such,
and in accordance with applicable law, the Center for Women in Transition will not
discriminate against any employee or applicant for employment on the basis of race,
color, religion, sex, age, national origin, ancestry, disability, genetic information
sexual orientation, or any other trait protected by law.

The Center's palicy against discrimination also prohibits harassment of applicants
and employees. As used in this policy, harassment refers to conduct, gestures,
comments, slurs, jokes, pictures, cartoons and other material which is based on a
protected trait (such as race, sex, age, religion, national origin, disability, etc.) and
which would be unwelcome and offensive to a reasonable person. This policy covers .
harassment on the basis of any trait protected by law, including sexual harassment.

While 1t is not easy to define sexual harassment precisely, the term includes
unwelcome sexual advances, propositions, requests for sexual favors, physical
touching, comments about an individual's body or sex life, continued or repeated
verbal abuse of a sexual nature, and other verbal or physical conduct of a sexual
nature when:

1. submission to the conduct is directly or indirectly made a condition of
employment or continued employment;

P

submission te or rejection of such conduct is used as a basis for employment
decisions; or

3. the harassment has the purpose or effect of unreasonably interfering with an
employee’s performance or creating a work environment that is intimidating,
hostile or offensive,

FEach employee must exercise his/her own good judgment to avoid engaging in
conduct that may be perceived by others as sexual harassment or other harassment.

The Center recognizes that employees may socialize or interact cutside of work.
Such interactions can impact what employecs think of each other and how they
interact at work. As a result, all employees should be aware of this policy in any




interaction with co-workers, whether inside or outside of the workplace or work
hours.

The following list illustrates some but not all of the conduct that is prohibited:

- the use of language that degrades or demeans others, such as racial slurs or
epithets;

- the use of sexually explicit comments, questions or e-mail;

- a supervisor promising or implying a raise or promotion if an emplovee dates
the supervisor or provides any sexual favor to the supervisor;

- a supervisor threatening or implying a demotion or pay cut if an employee
turns down the supervisor's request for any sexual favor or date;

- an employee making unwelcome comments about the anatomy of another,
making sexual gestures or leering at another;

- the use of degrading or insulting comments or jokes, or displaying sexually
suggestive materials or derogatory cartoons or pictures about another's race,
religion, national origin, disability, age or sex;

- the use of jokes or comments about a person’s body or sexual experience;

- an employvee kissing, hugging, massaging or otherwise touching another in an
unwelcome manner, or interfering with another's motion by blocking or
standing in an uncomfortably close proximity to the other person;

- an employee repeatedly asking another for a date after being turned down in
a manner that does not invite a future ipvitation.

The Center does not condone discrimination or harassment and does not confer an
any supervisor, manager or third party authority to engage in discrimination or
harassment. Such conduct is never done with the Center's authority and is outside
the authority delegated to anyone.

Any employee who believes that (s)he is being or has been subjected to conduct
prohibited by this policy may confront the person responsible for the conduct and
ask that person to stop the conduct. Any such employee, and any emplayee aware of
any conduct prohibited by this policy, is expected immediately to report the
prohibited conduct to any one or more of the following:

1, The Executive Director
2, The President of the Board of Directors

The Center would rather know of a problem and have a chance to address it than
have an employee not come forward because of concern that the complaint is
untimely or uncertainty that the conduct violates this policy.



All complaints under this policy will be promptly investigated in as discreet and
confidential a manner as is reasonably passible. All employees are expected to fully
cooperate in any investigation. The Center recognizes that, in most circumstances,
it will be important to protect the confidentiality of and/or information about the
complainant, the accused, and/or witness(es). In each investigation, the need for
confidentiality in the investigation will be determined by the Center. The Executive
Director of President or the Board of Directors will take into consideration whether
confidentiality is needed to:

o protect the confidentiality of and/or information about an individual
(such as the complainant, the accused, another employvee);

» protect evidence (e-mails, documents, or ather things) that might be
destroyed or modified;

* protect a witness {such as another employee) from being pressured to
change or fabricate a statement; and/or

+ avaid an attempt to cover up improper conduct.

The Center will instruct all persons involved in an investigation concerning the
degree of confidentially determined necessary (as outlined above) for the
investigation. If, after investigation, the Center finds that a violation of this policy
has occurred, it will promptly implement appropriate remedial action. Such action
may include a written warning, additional training, reassignment, probation,
suspension or termination of any employee who violated this policy.

After the investigation is completed, the Center will report back to the employee
who made the complaint and, as appropriate, advise the employee of the results of
the investigation and the action taken, if any.

The Center will not retaliate against any employee for cooperating in any
investigation, or for making a complaint under this policy or bringing a situation to
the Center's atiention in good faith. The Center also will not tolerate retaliatory
conduct by any employec. Any emplovee who believes (s)he has been retaliated
against is urged to make a report or complaint under this policy.

Reasonable Accommodation

The Center will complv with applicable laws requiring reasonable accommodation of
a qualified individual with a disability, and of religion. Anyone needing
accommodation should promptly so the Executive Director.

Recruitment

The Center for Women in Transition secks to recruit and employ the most qualified
candidates for all positions. The Executive Director, in coardination with the
supervisor of an open position, shall post the opening both within and outside the
organization. The Board of Directors is responsible for recruitment and hiring of
the Executive Director.




Post-Offer Screening

All final candidates for employment at the Center for Women in Transition are
required to undergo a background check {eriminal and child abuse/neglect) and a
drug screening. Results will be reviewed and considered as a factor in determining
the appropriateness of the candidate for employment. The Executive Director will
make the final hiring decision except when the Board hires the Executive Director as
stated in Recruitment section above. Notwithstanding the foregoing, the Center
shall not hire anyone with a criminal conviction into a position that relates to their
offense without prior approval of the Board of Directors.

Orientation

Each employee hired by the Center will reccive an orientation to the organization,
human resources topics, and his or her job responsibilities. This orientation will be
conducted by the emplovee’s supervisor in conjunction with the employee in charge
of human resources and/or the Executive Director,

Performance Evaluations

Job performance ordinarily will be formally reviewed at least annually. The review
shall be conducted in-person by the employee’s supervisor using an approved review
form. The evaluation process gives the employee important information regarding
performance as measured against expectations for the position. The employee and
supervisor will identify and set objectives for the upcoming peried. Performance
evaluations are one factor ordinarily considered in any compensation adjustments.

The employee and the supervisor will sign the completed evaluation form after
reviewing it together. The employee’s signature acknowledges that he/she has
reviewed it, but does not indicate that the employee agrees with the review, Should
the employee disagree with the job performance evaluation, he or she may, within
one business day of the evaluation, document these objections on a separate sheet of
paper to be attached to the evaluation which shall be stored in the employee’s
personnel file. The employee will be given a copy of the completed evaluation form.

Job Descriptions/Job Pcrformance Expectations

The Center for Women in 'ransition has established job descriptions for each
position. Each employee shall be provided with a copy of the job description for
his/her position and shall be expected to perform the job duties outlined therein in
a satisfactory manncer. Generally, this includes:

1. The employec shall wark as scheduled,;

2. The employvee shall adhere to all policies and procedures;

3. The cmployee shall demonstrate competence for the position, as
shown in the quality of work performed and in the consistency of such
performance.



Time Sheets/Time Cards

Salaried employees may be required to keep time records if they are non-exempt or
if tracking is required for grant comphance purposes. Salaried employees will be
notified at orientation if thev are required to keep time records.

Excmpt Employees 1f an exempt employee is required to keep a timesheet, holiday,
paid time off (PTQ), and sick leave time shall be noted on the timesheet along with
hours of work. An approved Time Off Request form shall be attached to the
timesheet form as needed. If no timesheets are required, exempt emplovees shall
submit to their supervisor a record of paid time off (PTO) and sick leave time taken
on the Monday immediatcly following the end of the pay period.

Non-Exempt Employees All non-exempt employees shall keep time records for
hours worked each pav period and shall submit the records to their supervisor on
the Monday immediately following the end of the pay period. The standard time
sheet or time card must be used by the employee. All hours worked must be
recorded. Holiday, paid time off (PTO), and sick leave time shall be noted on the
timesheet and an approved Time Off Request form shall be attached as needed to
the timesheet form or timecard.

Personnel File

It is important that the Center have up to date information on all employees.
Consequently, promptly notify the employee in charge of human resources or the
Executive Director of any change in the following:

¢ Namc
¢ Address
s Telephone number

e Person to notify in case of an emergency
s Number of dependents for tax withholding or insurance purposes

Personnel files are the property of the Center.

Disclosure of Employee Records and Information

Any request from any outside party for information about a eurrent or former
employee, including wage information, must be referred to the Fxecutive Director
for response.

Kevs and Access to the Facility

Access keys to the facility and/or office may be issued to an employee. The
employee shall complete a form documenting the key(s) reccived. Keys remain the
property of the Center for Women in Transition and are to be returncd upon
termination from employment. The keys may not be duplicated or loaned to any
other person. Lost keys must be reported immediately to the Director of Operations
and Finance. A $10.00 replacement fee will be charged to the employee.




Employees who require access to the main office shall have a unique security alarm
code and be trained in its usage during the orientation process. The Executive
Director shall determine which emplovees require access to an alarm code.

Termination of Employment

An employee and the Center for Women in Transition share an employment
relationship based upon mutual agreement. Should the employee or the Center for
Women in Transition become dissatisfied with that relationship, either may
lerminate it at any time and for any reason. The employee may terminate his/her
employment upon appropriate notice as delineated in this manual. Shouid the
employee fail to give the notice required, the emplovee may forfeit payment for
accumulated PTO.

On or before an employee's last day of work, an employee must return all property
belonging to the Center for Women in Transition to the employee’s supervisor,
including cellular phone, keys and job-related equipment, or the cost of the items
may be charged to the employee

* Resignation
An employee who holds an administrative or program management position
is expected to give the Center for Women in Transition thirty calendar days’
advancce notice of his or her resignation. Any other employee is expected to
inform the Center for Women in Transition of his/her resignation at least two
calendar weeks in advance of the last day of employment. The employee shall
furnish a written statement indicating his/her resignation and its effective
date. The employee may be asked to participate in an exit interview with the
Executive Director.

* Dismissal
Dismissal terminates an employee’s employment by the Center for Women in
Transition. The organization may dismiss an employee without notice,
effective immediately, or may give advanced notice of dismissal.

Cade of Conduct

The reputation and integrity of the Center for Women in Transition are valuable
assets that are vital to the organization’s suceess. Each employee of the Center for
Women in Transition is responsible for conducting the organization’s work in a
manner that demonstrates a commitment to the highest standards of integrity.

The purposes of this employee Code of Conduct (“Code”) are to:
1} provide guidance to help employees recognize and handle ethical issues,
2} provide mechanisms for employees to report unethical conduct, and
3} foster a culture of honesty and accountability among employees.

No code of conduct can replace the thoughtful behavior of an ethical employec.
Accordingly, dishonest, unethical, illegal or other conduct that violates the Center’s
Core Values or restorative practices will constitute a violation of this Code,
regardless of whether the Code specifically addresses such conduct.
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Employees who learn of or suspect that a viclation of the Code has occurred or is
likely to occur must immediately report the violation to the Executive Director.
Employees who report violations or suspected violations in good faith will not be
subject to retaliation of any kind. Reported violations will be investigated and
addressed promptly and will be treated confidentially to the extent possibie.

Code:

Each Center for Women in Transition employee shall:

. Act in good faith, responsibly and with due care and diligence

. Treat cveryone with respect and dignity

. Use good judgment and, when in doubt, ask a trusted person for
guidance

. Seek to expand knowledge and understanding about his/her position,

the mission of the Center for Women in Transition and the issues
facing the clients served

. Strive to improve the situations and environments encountered

. Look for the positive traits in others and oneself

. Be honest but kind in all interactions

J Model heaithy interpersonal relationships and acknowledge them in
others

. Speak up to advocate for a better approach when an injustice is
experienced or observed

. Properly disclose any activity, policy or practice believed to violale a

law, rule or regulation or that threatens the health safcty or welfare of
clients, employees or the work environment

. Set a good example even when no one seems to be paying attention

. Take responsibility for one’s own words and behavior — admit
mistakes and figure out how to make them right

The Center for Women in Transition expects its employees will observe reasonable
and appropriate standards of behavior at all times.

Confidentiality Policy

During employment with the Center for Women in Transition, employees will learn,
work with, and be entrusted with a variety of information that is confidential.
Employees must respect the confidentiality of such information. Employees should
always use discretion before discussing information with any third party and, if an
employee believes confidential information must be disclosed, he or she shall first
consult with his/her supervisor.

Information concerning clients should always be treated as confidential and used
and share only if required by work. Information about the organization’s
operations, community partners, funders or other employees all should be
considered and treated as confidential, except where disclosure is approved by the
organization or otherwise legally mandated. Confidentiality is not intended to
prevent employees from discussing working conditions with each other.

11



Confidentiality covers information in verbal and written form, including e-mail.
Requests for information must be directed as follows:

- For client-related information, the Center for Women in Transition
must have in place a written, signed release of information from the
client authorizing the disclosure of the information. Client
information includes, but is not limited to, name and other identifving
information, personal and criminal history, treatment, progress notes,
any written or oral communications, and photo or other likeness.

- Personal, employment, health, and financial information about cach
employee should be directed to the Executive Director for response. If
an emplovee wants information disclosed regarding him/herself, the
employee must provide specific, written permission to do so to the
Executive Director.

- Financial information about the Center for Women in Transition, such
as its funders, and donors, is confidential and may not be discussed,
shared, published or otherwise released without express permission of
the Executive Director.

- All inquiries for information from the media are to be directed to the
Executive Director. No one else has authority to speak on behalf of the
Center.

Employees, except within the scope of employment, may not remove, make or cause
to be made any copies of reports, correspondence or other documents (including e-
mail messages) relating to the Center for Women in Transition. Employecs must
return all documents and information upon termination or at any time upon the
request of their supervisor.

Conflict of Interest

A “contlict of interest” oceurs when an individual’s private interest interferes in any
way with the interests of the organization as a whole. The Center for Women in
Transition requires employees to conduct outside personal, business and other
relationships in a manner that will avoid any actual, potential, or apparent conflict
of interest between the employee and the Center for Women in Transition. It is
impractical to conceive of and set forth rules that cover all situations in which a
conflict of interest may arise. The basic factor in all conflict of interest situations is,
however, the division of loyalty or the perception of a division of loyalty, between
the organization’s best interests and the employee’s interests.

Any associations, interests and business relationships of an emplovec that might
cause the employee to act in ways that are not in the best interests of the
organization, or that might be perceived to cause divided loyalties, will be permitted
only with the Center for Women in Transition’s approval. Approval should be
sought from the Executive Director, and the Executive Director will determine
whether approval from the Board of Directors is required.
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Hiring of Relatives

The Center for Women in Transition seeks the most qualified candidates for each .
open position. The hiring of a relative of a current employec and/or Board member

shall be at the discretion of the Executive Director. One family member shall not,

however, directly supervise another family member.

Acceptance of Gifts

No employee may, without the Executive Director’s approval, accept, either directly
or indirectly, gifts from a client, funder, Board member, or other organization
associated with or served by the Center for Women in Transition. A “gift” includes
any type of gratuity, favor, service, discount, loan, fee, compensation, cash, or
anvthing of monetary value. When an employee receives anything, directly or
indirectly, from a client or former client, he or she must promptly notify the
Executive Director. Gifts of nominal value generally shall be approved, depending
on the circumstances.

Outside Activitics/Employment

Any outside activities or employment must not encroach on the time and attention
an employee is expected to devote to job responsibilities at the Center. Itisa
conflict of interest if such activities or cmployment adversely affect the quality or
quantity of the employee's work, if the employee uses any Center for Women in
Transition’s property or supplies, or if the employee implies (without approval) the
organization’s sponsorship or support of the outside activities or employment.

Civic/Political Activities

The organization supports employee participation in civie, charitable and political
activities so long as such participation does not encroach on the time and attention
that the employee is expected to devote to the job duties and responsibilities. The

emplovee may not act or appear to act as a representative of the Center for Women
in Transition in such activities.

Resolution of Conflicts of Interest

In all cases, actual, potential or apparent conflicts of interest must be handled in an
ethical manner. They must be fully disclosed to the Executive Director as soon as
the employee becomes aware of the conflict so any conflict can be addressed.

Corrective Action

Each employee is expected to maintain a high standard of personal conduct and job
performance, and to conduct himself/herself in an honest, responsible and polite
manner. Where conduct/performance does not meet the Center's expectations, the
Center will generally try to provide the employvee with a reasonable opportunity to
correct the problem(s). The Center, however, reserves the right to implement what
it determines to be the appropriate disciplinary action without advance warning ar
an opportunity to improve. The action taken generally will depend upon such
factors as the nature and severity of the problem and past performance.

The guidelines set forth below are intended to avoid confusion and
misunderstandings about what is and is not satisfactory conduct. Of course, no list
of guidelines can exhaustively cover every circumstance in which the Center may
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impose corrective action. Accordingly, the following list merely illustrates the kind
of unacceptable conduct which may result in corrective action up te and including
termination of employment,

1.

v

10.

11.

12.

13.

Dishonesty including, but not limited to, such conduct as falsifying any
personnel, payroll or other record; actual or attempted unauthorized
possession of property belonging to the Center, another employce or a client,
or actual or attempted destruction or abuse of such property.

Failure to follow instructions or other insubordination.

Commission of any unlawful act on the premises of the Center, or off of the
Center's premises which affects the employvee's relationship to his/her job or
fellow emplovees or reflects poorly on the Center's image or reputation in the
communtty.

Fighting or provoking a fight or threatening, intimidating or coercing others.

Inattention to duties, wasting time, carelessness, horseplay, disrupting work,
sleeping or appearing to sleep on the job, poor judgment, or any other
unsatisfactory job performance.

Using abusive, profane, threatening, discourteous, demeaning or
disrespectful language at work or towards any person.

Statements of a defamatory nature about other employees, clients, volunteers
or the Center for Women in Transition.

Repeated absence, tardiness or early departure, or abuse of any time off work
or leave of absence policy, including failure to report to work without natice
for three (3) or more consecutive working days, or failure to report to wark
from vacation or leave of absence on the date designated without properly
notifyving the employee’s supervisor.

Unauthorized use or disclosure of confidential information, such as
information about a client.

Reporting to work or working under the actual or apparent influence of
alcohol, any illegal drug or any unprescribed prescription drug, or possession

of any such substance at work or while working.

Any unsafe work practice or failure to report immediately any injury or
accident which happens during work time or is work related.

Possession of any weapon, including but not limited to, any concealed
firearm, either on the Center's premises or while working.

Gambling during working hours or on the organization’s premises.

14



14.  Failure to cooperate in an investigation of a possible violation of the Center
for Women in Transition policies.

15.  Acting in contlict with the interests of The Center for Women in Transition.
16.  Violation of any policy or standard practice of the Center.

Drug and Alcohol Policy

The Center strives to provide a safe work environment for all of its emiployees. The
Center recognizes that substance abuse can impair employee health and
productivity and lead to unsafe working conditions. Consequently:

1. No employee may report for work, remain at work or on the Center's
premises while under the actual or apparent influence of alcohol, any illegal
drug, or any unprescribed prescription drug.

2. No emplovee may manufacture, distribute, dispense, sell, use or possess any
alcohal, illegal drug, or unprescribed prescription drug while at work or on
the Center's premises.

3. No employee may refuse or fail to cooperate fully in any drug and/or alcohol
testing conducted or required under this palicy. A refusal or failure to fully
cooperate includes, but is not limited to, such conduct as failure timely or
properly to report as directed for testing, refusal to accept transpartation
arranged by or through the Center to the testing facility, refusal to submit to
any drug and/or alcohol test, failure to sign any required acknowledgment,
consent, release and/or testing custody and control form, failure to follow the
directions of any testing facility personnel, and any conduct that obstructs or
delays the testing process.

As used in this policy, the term “Center's premises” means any property, facility,
land, structure, parking lot and vehicle owned, leased, used by or under the control
of the Center, any location at which an employee is performing work, and any
vehicle while used for Center business.

Violation of any of the prohibitions or requirements listed above constitutes
misconduct and will subject the employee to disciplinary action, up to and inchiding
termination.

An employee will be required to submit to and fully cooperate in drug/alcohol
testing at the time of hire or due to reasonable suspicion. Random drug/aleohol
testing may also be done at any time. Reasonable suspicion under this policy means
that:

¢ the Center believes the behavior, speech, appearance, conduct, body odor or

job performance of an employee is erratic or is indicative of either a violation
of this policy or substance abuse;
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» the emplovee has within his/her custody or control any substance or
paraphernalia associated with substance abuse; or

s the emplovee has been arrested in connection with or convicted of any drug
or alcohol related offense, or the employee is a subject of a criminal
investigation involving drug or aleohol possession, use or sale.

If testing is required of an employee who is in need of medical attention, necessary
medical attention will not be delaved in order to conduct testing. However, the
employee must promptly, upon request from the Center, provide the necessary
authorization for the Center to obtain the hospital report and any other document(s)
which could indicate whether the employee was under the influence of any drug or
alcohol at the time the requirement of testing arose.

The Center will select the person or facility that will perform testing, and will cover
the cost of any initial drug test. If an initial drug test is positive and the employee
disputes the results, the employee will be sent to an offsite testing center where a
confirmation drug test will be done at the expense of the employee. If the
confirmation drug test is negative, the Center will refund the employee’s cost of the
confirmation test.A test will be reported to the Center as negative if the results of an
alcohol test, or the initial test or the confirmation drug test, are negative.,

If a confirmation drug test is positive, the results will be submitted to a Medical
Review Officer (MRO). The MRO may discuss the results with the employee before
reporting the results to the Center, unless, after making reasonable effort to reach
the emplayee, the MRO is unable to do so. Under such circumstances, the MRO
may notify a designated person at the Center, who shall instruet the employee or
applicant to contact the MRO. Failure of an employee to contact and provide
information to the MRO within one work day of being instructed by the Center to do
sa shall result in termination of the emplovee. The MRO generally will not disclose
to the Center any medical information provided by an employee to the MRO unless
the MRO is required by law to do so or, in the MRO’s medical judgment, the
information indicates that the emplovee’s performance of responsibilities could
pose a significant safety risk.

Report of a positive test result constitutes under the influence of the substance(s)
for which the test is positive, and misconduct. An employee whose test result is
reported as positive will be subject to corrective action, including immediate
termination. A report that a sample was adulterated will be treated the same as a
positive test result.

Test results will typically be kept confidential and disseminated on a need-to-know
basis. However, nothing in this policy is intended or shall be construed as limiting
the Center’s right or ability to provide information regarding testing and test results
to any representative of an emplovee or applicant, any governmental or law
enforcement body, or to the decision maker in any proceeding or grievance initiated
by or on behalf of an employee or applicant (including, but not limited to, a workers’
compensation claim or an unemployment compensation claim).
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If random testing is done, the emplovee will normally be returned to work pending
test results. If test results are reported as positive, the employee is subject to
corrective action, up to and including termination. If testing is done due to
reasonable suspicion, the enmiployee will normally be returned to work upon the
Center's receipt of negative test results and as work is available.

Proper Use of Medication - An employee taking any medication which:

¢+ according to the employee’s doctor, could cause impairment or interfere
with the employee’s ability safely to perform his/her job; or

s the employee has reason to believe may present a safety risk to
himself/herself or others while working or at work,

must promptly report the use of the medication to the Executive Director. The
Center reserves the right to have a physician of its choice determine whether an
employee can safely perform his/her job while using or being under the influence of
any properly used therapeutic drug. In appropriate cases, the Center may require
the employee to be temporarily transferred to another job or to be temporarily off
work.

Whistleblower Policy

It is the intent of the Center for Women in Transition to adhere to all laws and

regulations that apply to the organization and the purpose of this policy is to .
support the organization’s goa!l of legal compliance. All employees are expected to

observe high ethical standards, in addition to complying with all applicable laws and
regulations.

if an employee reasonably believes that some policy, practice or activity of the
Center for Women in Transition is in violation of law, a report should be filed by
that employee with the Executive Director. The employee is strongly encouraged to
report the suspected wrongdoing immediately upon learning of it. If the employee
feels it is inappropriate to report such violation to the Executive Director, the
employee may report such violation in writing to the President of the Board of
Directors. The Center prefers any such report be in writing.

The Executive Director and/or the President of the Board of Directors, while using
due diligence, shall be responsible for initiating an investigation, addressing all
suspected violations, and reporting findings to the appropriate parties. All reports
shall be kept confidential to the extent practicable.

No employee will suffer retaliation if the employee, in good faith, makes a report
under this policy, on the basis of a reasonable belief that the practice is in violation
of law.

An employee who retaliates against someone who has made a good faith report
under this policy may be subject to disciplinary action or termination. Conversely,
an emplovee who makes a false allegation or gives untrue information regarding an
alleged violation will be subject to disciplinary action.
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Grievance Policy

The Center for Wolnien in Transition values the talents and abilities of its employees
and seeks to foster an open, cooperative, and dynamic environment tn which
emplovees and the organization alike can thrive.

The Center realizes that work related problems and concerns may arise from time to
time, and wants to make sure that every employee's concerns are given fair
consideration. We believe that direct conununication with employees is the best
way to resolve problems or concerns.

Any employee who has a work-related problem or concern should discuss the matter
with his/her supervisor. In most cases, we hope such a discussion will result ina
satisfactory solution. If, hawever, the supervisor has not resolved the problem to
vour satisfaction or the problems involves the supervisor, vou should contact the
Executive Director. If the supervisor is the Executive Director, the employee should
contact a member of the Executive Committee of the Board of Directors. The
Executive Director or one or more of the members of the Board's Executive
Committee will review and investigate all the facts surrounding the problem and
give you an answer as quickly as practicable.

WORKING CONDITIONS

Safety Procedures

Whenever legally required, the Center for Women in Transition will furnish
personal protective equipment and employees are expected to use 1t when
performing the work. All employees must obey every safety rule and must report
immediately to their supervisor any safety hazards of which they are aware.

Despite the efforts of the Center for Women in Transition and its employees to
maintain a safe work place, on-the-job accidents, injuries, and illness may occur.
The following emergency procedures have been put in place.

Lmergency Procedurcs
Emergency: If an employee has a serious illness/accident while at work,
g11 should be called, and the employee’s supervisor and the
Exccutive Director promptly notified.

Minor [njury: The Center for Women in Transition has a small first-aid kit
of band-aids, antiseptic, cte. for employees’ use in case of
minor injury or accident.

Medications: The Center for Women in Transition cannot provide or
dispense any medications to emplovees. If an employee has
a need for medication, he or she shall be responsible for
obtaining, safely storing and self-administering it. *

“Refer to the Reasonable Accommodations policy, if applicable.
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Each employee shall be responsible for completing an incident report {orm related
to the safety/emergency situation. Except when not reasonably possible, this must
be done by the end of the emplovee's shift during which the incident occurred,
When not possible, the incident report form must be completed as soon as
reasonably possible. The incident report forms must be turned into the supervisor.

In addition, the Center for Women in Transition has emevgeney preparcdness plans
in place and readily accessible to employees, and will train employees and practice
procedures for emergencies such as fire, tornado, earthquake and other natural
disasters.

Parking/Driving

Emplovee's personal vehicles may be parked on the street at the employee’s own
risk. The Center for Women in Transition will not be responsible for damage or
theft of vehicles and will not be responsible for any citation or subsequent loss
sustained by anyone involved in a traffic or parking violation, with the exception of
and to the extent those incidents that may be caovered through the organization’s
insurance.

Employees arc expected to adhere to all traffic rules and regulations at all times
while driving a vehicle for work purposes. All employecs must wear a seat belt while
driving or riding as a passenger for work purposes.

Using a cellular phone or similar device while driving increases the risk of having an
accident through lack of attention to driving. The Center for Women in Transition,
therefore, expects all employees to adhere to the following policies regarding
cellular phone use related to driving:

. Employees shall not use a cellular phone or similar device while
operating a vehicle (belonging to the organization or to the emplovee);

. The emplovee shall allow all calls and text messages to go to the voice
mail/inbox, checking and returning them when not driving;

. If the employee must place or receive a eall or text, he/she shall pull
off the road to a safe location;

. An employec may ask another employee who is a passenger in the
vehicle to make or take the call/text;

. The employee shall inform regular callers of driving schedule and
times he/she will be available to talk; and

- The emplovee shall keep hands on the wheel and eyes and mind on the

road while driving.

Schedule of Work

Usual office hours are 8:30 a.m. to 5:00 p.m., Monday through Friday. Employees
who do not have a set hourly shift may arrive between 7:00 a.m. and 9:00 a.m., and
the standard workday is eight and a half (8-1/2) hours from the time of arrival,
including a 30-minute unpaid lunch break. Different hours and dayvs of work may
be required for some employees under some circumstances, and each employee’s
schedule is subject to approval by the employee’s supervisor. Certain residential
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facilities are 24-hour operations and require staffing beyond the usual office hours.
Each employee shall verify his/her individual work schedule with the supervisor.
Employee schedules may need to be adjusted to best meet the needs of the Center
for Women in Transition.

Absence apd Tardiness

Employees are expected to work when scheduled, to arrive in a timely manner,
and to work an entire workday. Tardiness and other attendance issues shall be
addressed by the supervisor with the employee and may require disciplinary
action. Repeated tardiness or attendance issues constitute misconduct and may
result in termination.

Notice of Absence

An employee shall notify his/her supervisor of tardiness or other absence from
work as soon as passible, but no later than an hour before the emplovee is to
start a workday or shift. An employee must report the reason for and expected
duration of the tardiness or absence. If for some reason an employee is unable
to call him/herself, please have a spouse, family member, or friend make the call.
This procedure must be followed each day an employee is unable to report to
work as scheduled (unless on a properly approved leave of absence for which the
exact dates of the jeave have been scheduled).

Also, if it becomes necessary for an employee to leave work before his/her
scheduled stopping time, permission from the supervisor is required.

An employee who fails properly to notify the supervisor of a tardiness, absence
or early departure will be subject to disciplinary action. Repeated failure to give
proper notification may result in termination. When an employee does not call
and does not appear for work for three consecutive shifts, the employee shall be
treated as abandoning his/her job and terminated.

Meals and Rest Periods

Employees may take appropriate breaks and a meal period in accordance with
the policy of the specific position and as agreed upon with the emplovee’s
SUPCIVISOr,

Taking unauthorized time off will ordinarily result in comparable payroll deductions
for time taken and/or disciplinary action.

Inclement Weather

In the event of serious weather conditions, the Center for Women in Transition will
determine which, if any, employees should report to work. If in the opinion of the
Executive Director the situation is potentially dangerous, the office will close untit
the Executive Director determines it is safe to reopen. Notification of the closure
will be given by phone to employees not already on-site.

If the Executive Director decides to close the office, employees who are already at
work shall be sent home and paid for the remainder of the day. Residential facilities
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aperate 24 hours; therefore, they cannot be closed and minimum staffing must be

maintained. .

Dress

The Center for Women in Transition expects employee work attive to be appropriate
to the duties and expectations of the position. Examples of unacceptable attire
include: spandex, strapless shirts, muscle shirts or short inseams less than 77,

Smoke-Free Workplace

The Center for Women in Transition prohibits smoking in any office or facility
owned or occupied by the organization. All smoking must be done outside in
designated areas only.

Technologv/Electronic Communications

In the course of regular work duties, employees may utilize a variety of technology
resources, including personal computers, laptop computers, server, hardware,
software, backup equipment, printers, modems, fax machines, Internet and email
access, telephones, cellular phones and voicemail systems. Access to the Center for
Women in Transition’s technology is at the discretion of the organization based
upon each emplovee's job functions.

All electronic communpication systems, and all communications and stored
information transmitted, received or contained in the Center's telephone, fax and
computer systems, are the property of the Center. As such, they are to be used for
job-related purposes. The use of such equipment, software or information for
personal purposes is strongly discouraged. However, the Center recognizes that
occasional, brief personal use of this equipment or software may oceur. Such use
will be talerated as long as it is infrequent, on an employee's personal time, does not
interfere with the employee’s work or that of others, involves only equipment and
information the emplovee is antharized to use, and conforms with this and other
policies of the Center. Employees using the Center's equipment or software for
personal purposes do so at their own risk.

To ensure that the use of e-mail, computers, telephones and other electronic
communications systems is consistent with the Center's legitimate business
interests, authorized representatives of the Center may monitor the use of such
equipment and software from time to time and maintain recordings of such use.
This may include overriding passwords, intercepting, accessing, reviewing, copying
and/or disclosing information on any computer or server and messages sent over
voice mail and e-mail. Therefore, all employees must understand that
there should be no expectation of privacy with respect to the use of
computers, telephones, and the like (including e-mail or voice mail),
even if used to access personal email accounts.

Certain technology resources can be accessed only by entering a password.
Passwords are intended to prevent unauthorized access to information but do not
confer any right of privacy for the employee. Employees are expected to maintain
their passwords as confidential and shall not share passwords or access another
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employee’s system or file without express authorization. A master list of passwords
shall be maintained by the Executive Director and no employee shall change his/her
password without permission.

No employee may use any of the organization’s technology resources to copy,
retrieve, forward or send copyrighted materials unless the employee has the
authot’s permission or is accessing a single copy only for the employce’s reference.
No emplnyee may use any such technology for any illegal purpose, violation of
organization policy, it a manner contrary to the best interests of the organization, or
in a way that discloses confidential information or for personal gain. Employees are
also prohibited from utilizing organization resources of any kind for a personal
employment search.

Any employee attempting to misuse, damage, fabricate or misrepresent the
computer or e-mail system, or electronic files will be denied access to the Center for
Women in Transition computer systems and equipment and may be subject to
disciplinary action up to and including termination.

No emplovee may use any computer or device or access any information unless use
of the computer/device and access to the information is part of the employee’s
regular responsibilities. No employee may copy or otherwise retain any computer
information after employment has ended, or retain such information off the
Center's premises during employment unless with appropriate advance
authorization or because required by the employee’s responsibilities. Also, all
computers must be kept both software legal (meaning the appropriate license for
use has been obtained) and virus free. As a result, no employee may copy any
software from or load any software onto anv computer provided by the Center
without proper authorization from the Executive Director.

¢ E-Mail/Internet
Electronic mail sent from the Center for Women in Transition shall be
treated the same as other communications — representing the organization as
a whole and as such, written in a professional and appropriate manner. This
also applies to any material published on the organization’s website.

Under no circumstances may employees use the Center for Women in
Transition e-mail, website or other technology to transmit, receive or store
any information that will be construed as harassing, defamatory,
discriminatory, obscene, indecent or offensive. No employee shall view, copy
or download items from the Internet of a questionable nature (for instance,
content that is likely to be viewed as obscene, sexual, discriminatory,
harassing, or threatening). Likewise, attempts at sending harassing, obscene,
discriminatory, and/or threatening e-mail to another user within or cutside
the Center for Women in Transition is prohibited. This includes sexunally-
explicit messages, jokes or cartoons. Violation of these policies will result in
disciplinary action up to and including termination.

Each employee is responsible for all electronic mail originating from his/her
user name/account. Employees shall not delete or modify data files or e-mail
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messages belonging to other employees without prior consent of the
Executive Director.

E-mail communications are not considered to be secure; therefore,
confidential conversations (e.g. specific client information, personnel issues
including messages regarding corrective/disciplinaty actions) should not be
sent via e-mail. Emplovees should be aware that messages may be forwarded
to others by the recipient, printed in a location where individuals other than
the intended recipient may view the message, or directed to the wrong
recipient.

* (Computers, L.ocal Area Network and Electronic Files
All sofrware, programs, applications, templatcs, data and data files residing
on the Center for Women in Transition network, individual computers or
storage devices or that were developed on the organization’s computer
system are the property of the Center for Women in Transition. The
organization retains the rights to access, copy, change, alter, modify, destroy,
delete or erase this property without the consent of any emplovee.
Employees are strongly discouraged from storing any personal data on the
organization’s equipment.

Employees are expected to stare all work-related documents on the shared
network which is backed up regularly to avoid irretrievabie loss through
hardware failure. Back up for ﬁlcs stored on employee individual
workstations is the responsibility of the emplovee.

* Telephones
it is the responsibility of each emplovee to use telephones responsibly and
respectfully. It is assumed that the predominant use of the phone will be for
work use; if an employea is found spending excessive time on the phone for
personal purposes, this privilege may be revoked for that employee. The
employee may also face disciplinary action up to and including termination.

Employees who have been issued a cellular phone for work-related use arve
responsible for the phone and any accessories issued (i.e. charger). Ifan
employee loses the cell phone or accessories, he or she is responsible for
replacement. The organization reserves the right to limit cellular phone
access should an individual employee exceed the allotted manthly minutes.

To be respectful, employees are asked to not bring their cellular phones to
arganization meetings. If an employee must have his/her phone with them,
the employee is asked to silence it.

COMPENSATION AND BENEFITS

Payroll Information
The pay period is bi-weekly, consisting of two pay weeks starting on a Monday and
ending on a Sunday. Time sheets/cards are due the Monday immediately following
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the end of the pay period (see Time Sheets/Time Cards). The pay date is the
tollowing Thursday. if the pay date falls on a lega) holiday observed by the
organization, the payday will be moved one day earlier. Employees may elect to
have their paycheck direct-deposited by completing the appropriate form and
submitting it to the employee in charge of payroll or the Executive Director.
Requests for pay advances will not be honored. Pay for paid time off (PTO),
holidays, or sick days must be requested and approved in advance by the supervisor
and will be included on the normal paycheck.

Employees must fill out the necessary withholding tax exemption forms prior to
issuance of the employee’s first paycheck. If a change in exemption becomes
necessary, the employee is responsible for completing revised forms.

Payday and Payroll Deductions

Employees should carefully review each paycheck to verify all information and pay
is correct. If you believe that an error has been made, promptly so notify the
Executive Director.

Mandatory deductions, such as Social Security and federal and state income tax, will
be made from each paycheck. Other optional deductions will also he withheld from
each paycheck.

The Center is committed to complying with applicable law with respect to wage
payment and/or payroll deductions. It intends to pay exempt emplovees on a salary
basis and will not make deductions from salaries that are prohibited by applicable
law. In addition, it intends to pay non-exempt emplovees for all hours worked in
compliance with applicable law.

Any employee who believes that an improper deduction has been made from his or
her pay should immediately report it to the Executive Director. Emplovees are
urged to report such matters so that the Center can begin an investigation of the
situation promptly and reimburse the employee for any improper deduction, as
appropriate. In the event of an improper deduction, the Center will make a good
faith commitment to comply in the future.

Any employee who has any other complaint concerning wage payment should
immediately report it to the Executive Director. The Center prohibits retaliation
against any employee for raising a complaint under this policy, or for providing
information in connection with any complaint hereunder.

Overtime

Non-exempt employees will be paid at the rate of one and one-half times their
regular rate of pay for any hours worked over 40 in one workweek. The workweek
runs from Monday at 12:01 a.m. to Sunday at 12:00, midnight. A non-exempt
employee may not work overtime unless (s)he has received advance permission to
do so from his/her supetvisor. Working unauthorized overtime may result in
disciplinary action up to and including termination.
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Pay Rate Changes

The periodic performance evaluations may be used by the Center for Women in
Transition in decisions regarding pay adjustments. Pay increases do not oceur
automatically.

Time Off Benefits

Paid Time Off (PTO)

The Center for Women in Transition offers paid time off (PTO) to full-time,
non-temporary and benefits-eligible part-time emplovees to provide rest and
relaxation as well as recognition of services performed.

PTO is based upon a calendar year. This means that an eligible employee has
his/her maximum yearly PTO available at the beginning of each vear but
actually accrues it in even increments thronghout the year. The employee
may take up to this maximum at any time during the vear. Inthe event,
however, that an employee leaves employment before fully accruing any time
already taken, that employee will be required to repay the organization for
the number of hours already taken in excess of the amount accrued to date.

Newly-hired eligible employees acerue PTQ pro-rated from the date of hire
through December 3t of the first partial year worked. That employee shall
begin aceruing PTO time on the date of hire and, after 9o days of
cmployment, the emplovee may draw upon accrued PTO benefits.

Full-time nou-tempaorary employees acerue PTO hours in the following
manner:

Q During each of the first five years of eruployment, PTO hours accrue at
the rate of .05 hours for each regular hour worked. An employee in
this category accrues 4.0 benefil hours per two-week pay period or 104
hours (13 eight-hour davs) per year.

o During the sixth year and each vear thereafter, PTQ hours accrue at
the rate of .069 hours for each regular hour worked. An employee in
this categary accrues 5.52 hours per two-week pay period or 144 hours
(18 eight-hour days) per vear.

Benefits-eligible part-time employees (who consistently work at least 30
hours each week) accrue PTO hours in the following manner:

0 During each of the first five vears of employment, PTQ hours accrue at
the rate of .05 hours for each regular hour worked. EXAMPLE: Ap
employee in this category who works a 30-hour week accrues 3.0
benefit hours per two-week pay pertod or 78 hours (9.75 eight-hour
days) per year.

0 During the sixth year and each year thereafter, PTO hours accrue at
the rate of .069 hours for each regular hour worked. EXAMPLE: An
employee in this category who works a 30-hour week accrues 4.15
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benefit hours per bwo-week pay period or 108 hours (13.5 eight-hour
davs) per vear.

Temporary employees and non~temporary emplovees who work less than 30
hours per week are not eligible for PTO.

PTO hours may be used for vacations and personal time off. Employees are
encouraged to save enough accumulated PTO to provide at least a full week of
vacation away from the job each vear. The maximum accrual of PTO hours is
one and one-half times the hours the employee would accrue for any given
vear; once this imit is reached there is no additional accrual until use of PTO
brings the employee belaw the accrual limit. EXAMPLE: A full-time
empioyee with less than five years of service accrues 104 hours per year; this
employee will not be allowed to accrue more than 156 hours of PTO at any
one time.

An employee cannot be paid in lieu of taking PTO hours.

Accrued PTO hours (pro-rated for the year of separation) will be paid to an
employee at the time of separation from emplovment as long as proper notice
has been given and the employee was not dismissed for maisconduct or job
performance issues.

Sick f.eave

In addition to paid time off (PTO) hours, full-time, non-temporary employecs
and benefits eligible part-time employees accrue sick leave hours which begin
accruing at the time of hire at the rate of .01925 hours for each regular hour
paid, up to a maximum of five (5) days per calendar vear. Calculation is
based upon paid hours which include PTO hours and holidays as well as
actual hours worked.

Q For a full-time employee (one who consistently works 40 hours each
week), this is equivalent to 40 hours (five 8-hour days) per year.

Q For a benefits-eligible part-time employee {one who works at least 30
hours per week on a consistent basis) the annual equivalent shall be
pro-rated accarding to actual hours paid.

0 Temporary emplovees, and part-time employvees who wark less than
30 hours per week, do not accrue sick leave.

An eligible emplovee may not use acerued sick leave hours during the first 9o days
of employment.

Sick leave may be used for emplovee illnesses or to care for a sick family or
household member. A physician’s certificate is required before the employee
returns to work when the employee takes three or more consecutive sick days. At
the discretion of the employee’s supervisor or the Executive Director, a physician’s
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certificate may also be required when absences are deemed excessive. Sick leave .
may also be used in cases of hospitalization.

Sick leave hours may carry over from year to year and an emplovee may accrue upto
200 hours. Accrued sick leave hours will not be paid to an employee at the time of
separation from employment.

* Time Off Requests
The Center for Women in Transition shall make every effort to honor
requests for PTO. If several PTO requests conflict, the Executive Director
shall determine approvals based upon workload as well as length of service of
each emplovee.

Requests for P10 or sick leave must be made as far in advance as possible
and submitted in writing on the standard Time Off Request form to the
employee’s supervisor. Once approved, the form shall be returned to the
employee who must subrmit it with the time sheet/card for the appropriate
pay periad.

It is understood that in some cases it is not possible to request PTO or sick
leave in advance. Unexpected emergency absences shall be reported by
telephone by the employee to his/her supervisor as soon as possible. Except
in a dire emergency, the employee is expected to speak directly with the
supervisor. These absences shall also be reported on the Time Off Request
form which shall be submitted in this situation as soon as possible to the
supervisor.

* Holidays
The following legal holidays are observed at the Center for Women in
Transition and the general office is closed:

New Year’s Day January 1

Martin Luther King Day  Third Monday in January
Memorial Day Last Monday in May
Independence Day July 4

Labor Day First Monday in September
Thanksgiving Day Fourth Thursday in November
Day After Thanksgiving  Day after Thanksgiving
Christmas Day December 25

Whenever any of these holidays falls on a Saturday or Sunday and the
government transfers its observance to the preceding Friday or following
Monday, then that day is the Center for Women in Transition holiday.

A holiday, by definition, starts at midnight at the end of the eve of the holiday
and ends at midnight at the end of the holiday.

Certain positions may require an employee who is eligible for holiday pay to
work on a holiday. In that case, the employee may schedule another day off
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with pay during that pay period in place of the designated holiday. If the
supervisor determines that is not possible due to scheduling concerns, that
emplovee will work on the holiday and be paid holiday pay in addition to
regular pay for hours worked.

When one of the eight holidays observed by the Center for Women in
Transition falls during an eligible employee’s regularly-scheduled day off, the
cmployee may take another day off with pay within the same pay period that
the holiday occurs (to be arranged with the supervisor). A holiday during an
employee's scheduled vacation counts as a holiday, not vacation.

Temporary employees and non-temporary part-time employees who
consistently work less than 30 hours per week, are not eligible to receive
holiday pay. If such an employee works a holiday, he or she shall be paid
straight time for hours worked. Holiday pay for part-time employees is based
on the ordinary number of hours the part-time employee would have
otherwise worked on the holiday.

An employee who does not observe Christmas may select an alternative day
to December 25 with the prior approval of the Executive Director.

Bercavement Pay

In the event of a death in an emplovee’s family, the emnployee shall notify the
Executive Director as to the anticipated length of absence as soon as possible.
Full-time, non-temporary employees and benefits eligible part-time
employvees are eligible for paid bereavement leave.An employee who is not
eligible for paid bereavement leave may request unpaid leave.

If an immediate family member dies, the employee may take up to three days
off from work with bereavement pay. Usually these days will be the day of
the funeral and two working days before or after the funeral. Immediate
family is defined as a spouse, significant other, parent, step-parent, child,
stepchild, brother, sister, stepbrother, or stepsister. When the death involves
a grandparent, mother-in-law, father-in-law, or grandchild, the employee
may take two days off from work (the day of the funeral and the day before or
after the funeral) with bereavement pay. Verification from the funeral home
of the deceased person’s relationship to the employee may be requested by
the Executive Director.

The Center for Women in Transition offers emplayee eligible for paid leave
up to a total of six paid days per calendar year paid. If additional time is
needed, the employee may use accrued PTO or take leave without pay to
attend to their needs in their time of sorrow.

The Center for Women in Transition calculates bereavement pay based upon
the scheduled work time missed at the employee’s regular wage.
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* Jury Duty
The Center for Women in Transition supports each individual’s responsibility
to meet his or her civic duties. Any emplovee who is summoned for jury duty
must promptly provide his/her supervisor with & copy of the jury summons.
The Center will grant any employee time off for jury duty. An employee is
expected to report for wark when it does not conflict with jury duty.

Full time non-temporary employees and benefit eligible part-time employees
are eligible for two weeks of paid jury duty leave in a rolling 12-month period.
During this period, the Center for Women in Transition shall pay the
employvee his or her regular salary/wages that would have otherwise been
earned from scheduled work, minus the jury service compensation the
employee veceives. For any jury duty that extends more than two weeks, the
Center for Women in Transition shall allow employees an unpaid leave of
absence for any time bevond the first two weeks until the completion of jury
service. The employce is responsible for providing the supervisor with a copy
of the verification of service received from the court upon completion of jury
duty.

¢ Voting
The Center for Women in Transition supports each individual’s right to vote.
Therefore, the Center provides three hours of paid leave on an election day
for the purpose of voting, unless the polls are open for three consecutive
hours while the employee is not required to work, in which case, the
emplovee is expected to vote during non-work hours.

e Military Leavc of Absence
The Center for Women in Transition is committed to protecting the job rights
of emplovees absent on military leave, and shall comply with all applicable
law related to military leave. In accordance with federal and state law, it is
the Center’s policy that no employee or prospective employee will be
subjected to any form of discrimination on the basis of the emiplovee’s or
praspective employee’s membership in or obligation to perform service for
any of the Uniformed Services of the United States. Specifically, no person
will be denied employment, reemployment, promotion, or other benefit of
employment on the basis of such membership. Furthermore, no person will
be subjected to retaliation or adverse employment action because such
person has exercised his or her rights under applicable law or this policy. If
anyv emplovee believes that he or she has been subjected to diserimination in
violation of this policy, the employee should immediately make a report
under the Equal Opportunity Employment/Anti-Discrimination Policy.

+ Leave of Absence
Auny full-time employee who has completed at least one year of service may
request a leave of absence. A medical leave is for an employee's own health
condition that renders the employee unable to perform the functions of
his/her jab. A personal leave is for any other reason. The Center treats
pregnancy like any other niedical condition. A request for a leave must be
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made, in writing, to the Executive Director, as far in advance as possible.
Each request for leave or an extension will be considered on the basis of such
factors as the Center’s needs, past performance, length of service and length
of the leave sought. A leave (including any extensions) may be granted for up
to 12 weeks in a rolling 12-month period. Every leave request and request for
an extension must be accompanied by appropriate documentation, such as a
doctor’s note, which states the reason for the leave and the expected start and
end dates of the requested leave. Any request for an extension of a leave
must be made, in writing, to the Executive Director, before expiration of the
original leave. The Center, in its sole discretion, may grant a leave, or an
extension to a leave. Also, the Center reserves the right to require periodic
status reports, in a form satisfactory to it, during any leave.

An employee granted a leave will be required to use any accrued PTO and
sick leave during the leave of absence. An employee on a leave is expected to
return to work when the leave is scheduled to end, or sooner if the need for
leave ends sooner. Before returning to work, an employee who has been off
work due to his/her own health issue will be required to provide the
Executive Director with a doctor’s note that states that the emplovee has been
released to return to work. 1f there are any work restrictions, the doctor’s
note must explain the nature and duration of each restriction. Any such
restriction will be evaluated on a case-by-case basis. An employee who fails
to return to work at the expiration of a leave (or sooner, if applicable), will
ordinarily be treated as having voluntarily quit his/her employment.

An employee on leave ordinarily mayv not engage in other work or
employment without the prior approval of the Executive Director. fan
employee does so, the employee ordinarily will be treated as having quit
his/her employment.

The Center wants to retain experienced and productive emplovees but cannot
always guarantee placement when a leave ends. Consequently, when an
employee is ready to return to work or a leave expires, the Center will make a
reasonable effort to reinstate the employee to the position (s)he held prior to
the leave of absence or to a comparable position. The determining factor in
this regard will be what, if any, position is available when the employee
returns from his/her leave.

An employee on leave who has exhausted PTO and sick leave may need to go
COBRA in order to continue group health insurance coverage, subject to the
terms of the health care plan.

Health Insurance

The Center maintains a group health insurance pelicy under which full-time, non-
temporary employees and non-temporary employees who consistently work at least
30 hours per week are eligible for coverage. For more information about eligibility,

‘Refer to the Reasonable Accommodation policy, if applicable, for any request of reasonable
accommodation for a disability following exhaustion of standazd leave.
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benefits and costs, refer to the insurance booklet available from the Executive
Director.

Health Benefits Continuation

In the event of separation from service, a reduction in hours (including some leaves
af absence}, divoree or legal separation, a child ceasing to qualify as a dependent
and certain other events which could cause an employee and/or dependent to lose
group health coverage, such individuals may be cligible to continue such coverage at
their own cost. TFor additional information about continuation coverage consult the
insurance booklet available from the Executive Director.

Retirement Plan

The Center for Women in Transitian offers a retirement plan for employees that
have worked six months (subject to plan provisions). Emplovees shall be informed
of this benefit at the time of orientation. Additional information is available in the
plan documentation.

Worker’s Compensation Insurance
All emiployees are covered under the Center's workers' compensation insurance.

It is very important that you report immediately to the Executive Director any work-
related injury ot illness, regardless of how minaor it might seem at the time. Failure
promptly to report any injury or iliness may impact eligibility for workers’
compensation insurance coverage.

As the employer, the Center for Women in Transition has the right to direct the
employee’s care for work-related injuries, including designating the medical
provider for initial and follow-up care. If the employee chooses to see a physician or
other medical provider who has not been designated by the Center for Women in
Transition or without proper approval from the Executive Director, the employee
will be responsible for those charges.

The employee is required to cooperate with the worker’s compensation process and
to provide The Center for Women in Transition with ongoing medical status reports
from the authorized physician. The organization has the right to require a
physician’s release back to work for the employee.

Staff Development & Training

The Center for Women in Transition supports the ongoing training and
development of its employees. Initial position-specific training shall be pravided to
the emplovee upon hire. Additional training opportunities shall be provided both
internally and externally as necded and as schedules and budgets allow.

Requests to attend an off-site training must be made by the employee in advance to
his or her supervisor. The supervisor shall determine if the training is appropriate
for the position, within budget and if the schedule can accommodate attendance.
The number of paid days designated per year for training may be limited. Final
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approval for trainings that require travel must be obtained from the Executive
Director,

If any training has a registration fee and/or other costs which exceed $500.00 AND
the employee leaves employment within 6 months of completing the training, the
organization may require the emplovee to repay all or a portion of the fecs/costs.
The Executive Director shall make this determination.

Mileage/Use of Personal Vehicle for Work-Related Activity

An emplovee may be expected to utilize his or her personal vehicle for work-related
travel. The emplovee will be required to provide the Center for Women in
Transition with current proof of licensure and personal auto insurance coverage.
The organization reserves the right to conduct a driving history check on the
employee. The Center for Women in Transition also reserves the right to require
employees to utilize the organization’s vehicle, to use a less expensive means of
transportation, or to limit or combine trips.

The emplovee shall be reimbursed per mile for use of the personal vehicle for
approved travel. Employees shall use the shortest route and shall share rides
whenever feasible. Mileage to and from the employee’s home or for personal
purposes shall not be reimbursed. A record of purpose of travel, destination and
miles traveled is to be submitted to the Executive Director for approval no later than
the fifth day of the month following the travel, and the employee shall receive a
reimbursement check within ten days following the submission of the travel record.
Reimbursement shall only be given if the emplovee travels a minimum of ten miles
during the month. Mileage expenses shall be reimbursed at a rate approved by the
Board of Directors.

For round-trips exceeding 200 miles, employees shall be reimbursed for the less
expensive of (1) mileage reimbursement for the use of the employee’s vehicle; or (2)
the cost of a rental car from a company approved by the Center plus the actual cost
of fuel. The lesser rate applies even if an employee elects to use his/her own vehicle.

Employees are expected to adbere to all traffic rules and regulations at all times, and
to abide by the Parking/Driving Policy.

Travel & Business Expenses

The Center for Women in Transition shall reimburse emplovees for necessary and
reasonable travel and business expenses incurred while conducting organization-
related husiness. Expenses are to be documented following travel by the emplovee’s
prompt submission of a completed expense report to the supervisor properly
supportad with appropriate receipts.

Procedures:

. Estimated travel and business expenses shall be submitted by the
employee to his or her supervisor before finalizing the plans. The
supervisor shall review the request for travel expenses against the
department’s travel budget and then submit the request to the
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Executive Director for final approval. The least-expensive mode of .
travel shall be used in all business travel, to be determined by the

Executive Director.

At times, the Executive Director may approve a travel advance for
expected expenses. The emplovee granted the advance will be
required to submit an expense report together with all receipts within
one week following completion of the business travel for which the
funds are requested. All employees granted travel advances or use of
the arganization’s corporate credit card must siga a letter authorizing
deductions of outstanding advances from final paychecks (in the event
that there are outstanding advances upon termination from
employment).

Two or more employees traveling to the same destination shall be
expected to use one vehicle. Mileage reimbursement shall be paid to
the employee whose vehicle is being used. Exceptions may arise when
work travel schedules do not coincide. Requests for exceptions must
be submitted to the emplovee’s supervisor and/or the Executive
Director for approval.

Per diem expense allocations for food and lodging shall be based on
Federal Guidelines. Room service, in-room movies and any other
incidental expense besides the room rate and taxes shall be the
responsibility of the employee.

The least-expensive lodging option shall ordinarily be utilized.
Expenses are limited ta the time required by Center for Women in
Transition business, to be determined by the Executive Director.
Airport parking shall be reitnbursed at the long-term parking rate.
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APPENDIX

This Employee Personnel Manual has been compiled by the Facilities and Risk
Management Committee with the approval of the Board of Directors of the Center
for Women in Transition to pramote understanding of the organization’s current
policies and practices. Any changes or adjustments to the manual’s contents shall
be approved by the Board of Directors which is responsible for its periodic review.

Reviewed & revised October 2007

Reviewed, revised & approved March 12, 2009
Reviewed, revised & approved March 20, 2014
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Acknowledgment of Personnel Manual

I acknowledge that I have received a copy of the Personnel Manual for the Center for
Women in Transition and that I am responsible for becoming familiar with its
cantents.

I understand that } am expected to abide by the policies and procedures contained
in the Personnel Manual or which may come into cxistence in the future.

I understand and agree that the Center for Women in Transition may menitor any
of my communications through any Center computer or other communication
device.

1 also understand and agree that the Personnel Manual is a compilation of
guidelines only, that it is not a contract of employment, and that the Center reserves
the right to add to, modify, delete, interpret or replace the Personnel Manual at any
time with or without advance notice. | understand that I am an emplovee at will
which means that cither the Center or I may terminate the cmployment relationship
at any time and for any reason. 1 also understand that my at will status can only he
changed by a written agreement signed by the Ceunter's Executive Director.

Employec Signature Print Name of Employee

NOTE: Two copies of this Acknowledgement ave in the Personnel Manual. One
remains in the Manual, and the other must be completed and returned to the
Executive Director.
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Acknowledgment of Personnel Manual
[ acknowledge that I have received a copy of the Personnel Manual for the Center for
Women in Transition and that I am responsible for becoming familiar with its contents.

I understand that I am expected to abide by the policies and procedures contained in the
Personnel Manual or which may come into existence in the future.

I understand and agree that the Center for Women in Transition may monitor any of my
conununications through any Center computer or other communication device.

I also understand and agree that the Personnel Manual is a compilation of guidelines
only, that it is not a contract of employment, and that the Center reserves the right to
add to, modify, delete, intetpret or replace the Personnel Manual at any time with or
without advance notice. 1 understand that I am an employee at will which means that
either the Center or I may terminate the employment relationship at any time and for
any reason. 1 also understand that my at will status can only be changed by a written
agreement signed by the Center's Executive Divector.

“Emplovee Signature Print Namc of | Employee

Date

NOTE: Twao copies of this Acknowledgement are in the Personnel Manual. One
remains in the Manual, and the other must be completed and returned to the Executive
Director.
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