Student Handbook

Long-term Program

Southwestern Youth Services

     401 W. Luverne Street

PO Box 40

Magnolia, MN 56158

PH: 507-283-4425

FAX: 507-283-4284

Program Overview and Procedures


Southwestern Youth Services would like to welcome you to our Magnolia facility.  Southwestern Youth Services is a residential treatment facility for males between the ages of 10 and 20.  It is our goal to provide you with information and guidance that will help you to make changes in your life that will allow you to return to society and avoid future involvement with such facilities.


We understand that the first few days in a facility such as ours can be scary and confusing.  You’re not alone.  Every Southwestern Youth Services resident goes through the same process in the beginning.  To help you better understand what is going on, we have put together some information that will be helpful in getting you started on your way to a successful discharge.


First of all, you need to know that everyone at Southwestern Youth Services is here to help you.  Although the program has some strict guidelines and your daily schedule is going to be busy, the bottom line is we are here to help you.  You have some control over how tough the program is.  Your cooperation with the program will only make your time with Southwestern Youth Services that much easier.  The more you resist the help of staff and your group members, the more difficult you make it on yourself.  If you have questions, please ask.


One of the first steps in getting started in the program is what we call “Intake.”  The intake involves gathering information that we need for our files, inventory of your belongings, and a shower.


There is information that our office needs in order to make sure your needs are met; therefore, a staff member will be asking you to provide answers to some questions.  We understand you may not be able to answer all the questions, but please do the best you can.  If you are curious why some questions are asked, the staff will be happy to explain the reasons.


After intake is gathered, the staff will be doing an inventory of the things you brought with you.  This is a list of your belongings.  You will look over the list when it is done to make sure nothing was missed.  As the staff inventories your things, they will be going through each item to ensure that there are no items that are not allowed in the facility.  To help avoid losing things, your initials will be placed on your belongings.  There will also be some items that will be kept until you leave the program.  Your group and staff can explain details on what you may and may not have while you are here when you are assigned to a group.


Following the inventory, you will be required to take a shower using a medical shampoo.  This is a necessary step that all residents go through in order to maintain a safe, clean facility that is free of head lice.  During the shower process, it is necessary for a staff member of the same sex to be present.  This may be uncomfortable for you, but must be done to make sure the shampoo process is done properly, as well as to make sure you are not carrying any dangerous items on you.  Once again, your cooperation will make this process much easier.  

During the showering process, you will be provided with the following hygiene items:

 Toothbrush                                 Toothpaste

                                      Deodorant                                   Comb

                                      Soap                                            Shampoo





These items will be available for you during your entire stay.  If by chance you desire other brands, then it will be necessary for you to receive them from home or purchase on your scheduled shopping trips.


Shortly after completing the inventory and shower portions of your Intake, you will be assigned to a P.P.C. group of residents similar to yourself.  P.P.C. stands for Positive Peer Culture, which is the program we use here.  Although your group members will be the best ones to help you learn the P.P.C. program, we will give you an introduction to it now.  A simple way to explain Positive Peer Culture is young people helping each other work in a teamwork approach.  By helping others, you will learn to help yourself.  It’s not always as easy it may sound, but it can be a great help in reaching the goal of Southwestern Youth Services as a better person than when you entered.  Almost everything you do while you are here will involve the group you are assigned to.  So, the more positive input you can provide, the more you will help yourself and the group process.  One of the most important parts of P.P.C. is what we call the problem list.  These are the 12 areas that you will be focusing on while you are here.  You may feel that you do not have a problem in all 12 areas, but it is important for you to know all 12 so you can help others with their problems.  Typically you would have 3 or 4 main problem areas to focus on during your stay.  Your group will be going over the problem list with you to help you understand how it works.

DESCRIPTION OF PROBLEMS

1. LOW SELF IMAGE: HAS A POOR OINION OF SELF; FEELS PUT DOWN OR OF

LITTLE WORTH

a. Feels unlucky, a loser, rejected, mistreated, feels sorry for himself, has no confidence

he can be of value to others.

b. Worries that something is wrong with him, feels inadequate, thinks he is good for 

nothing, and is afraid others will find out “how bad I really am.”

c. Distrusts others, feels they are against him and wants to hurt him, feels he must defend

himself from others.

d. Is uncomfortable when people look at him or speak to him, can’t face up to people

confidently and look them in the eyes.

e. Is insecure with “superior” people, doesn’t feel good enough to be accepted by others,

except those who feel poorly about themselves.

       2.
AUTHORITY PROBLEM: 
a. Views authority as an enemy camp “out to get him.”

b. Resents anyone telling him what to do, does not readily accept advice from either

adults or peers.

c. Can’t get along with those in authority, gets into big confrontations with authority 

           

figures, often over minor matters.

d. Does not respond well to adult control or supervision.

e. Tries to outmaneuver authority figures, circumventing or manipulating them if possible.

      3. 
MISLEADS OTHERS: DRAW OTHERS INTO NEGATIVE BEHAVIOR 

a. Seeks status by being a negative or delinquent leader

b. Gives support to the negative or delinquent actions of others

c. Misuses others to achieve his own goals, getting hem to do his “dirty work.”

d. Wants others to be in trouble with him, afraid of being alone or separate.

e. If others follow him and get him into trouble, feels that it’s their problem and not

his responsibility.

4. EASILY MISLED: IS DRAWN INTO NEGATIVE BEHAVIORS BY OTHERS

a. Can’t make his own decisions and is easily controlled by stronger persons.

b. Can’t stand up for what he believes, even when he knows he’s right.

c. Is easily talked into committing delinquent acts in order to please or impress others.

d. Behavior varies from good to bad, according to the influence of those with which he associates.

e. Let’s other people misuse him, is willing to be someone else’s flunky.

5. EASILY ANGERED: IS OFTEN IRRITATED, PROVOKED, OR HAS TANTRUMS

a. Frequently becomes upset or explosive but may try to excuse such behavior as naturally having a “bad temper.”

b. Easily frustrated, unable to accept failure or disappointment.

c. Responds to the slightest challenge or provocation, thus making other people’s problems his own.

d. So sensitive about himself that he cannot stand criticism or disagreement with his ideas.

e. Easily upset if someone shouts at him, points a finger at him, touches him, or shows any negative feelings towards himself.

6. STEALING:  TAKES THINGS THAT BELONG TO OTHERS
a. Thinks it is alright to steal if he is sneaky enough not to get caught.

b. Doesn’t respect others and is willing to hurt others to get what he wants.

c. Steals to prove he is big and important or to prove he is “slick” enough to get away with it.

d. Steals because he is afraid peers will think he is weak or a chicken if he doesn’t.

e. Doesn’t have confidence that he could get things by his own efforts.

7. ALCOHOL OR DRUG PROBLEM MISSUSES SUBSTANCES THAT COULD HURT

SELF

a. Afraid he wont have friends if he doesn’t join them in drinking or drugs

b. Thinks drugs are cool, tries to impress others with his drug knowledge or experience.

c. Uses the fact that many adults use drugs (such as alcohol) as an excuse for his involvement.

d. Can’t really be happy without being high, can’t face his problems without a crutch.

e. Acts as though he doesn’t care about damaging or destroying himself.

8. LYING: CANNOT BE TRUSTED TO TELL THE TRUTH

a. Tells stories because he thinks others will like him better.

b. Likes to live in a make believe fantasy world.

c. Is afraid of having his mistakes discovered, so he lies to cover up.  May 

even make up false problems to hide the real ones.

d. Twists the truth to create a false impression, but doesn’t see this as lying.

9. AGGRIVATES OTHERS: TREATS PEOPLE IN A NEGATIVE, HOSTILE 

WAY

a. Does things that hurt people, enjoys putting people down.

b. Seeks attention in negative ways, irritates or annoys people.

c. Makes subtle threats in word or manner.

d. Challenges, provokes, or hassles people.

e. Intimidates, bullies, or pushes people around.

10.  INCONSIDERATE OF OTHERS: DOES THINGS THAT ARE DAMAGING TO  OTHERS

a. Does things that hurt people, enjoys putting people down.

b. Acts selfishly, doesn’t care about the needs or feelings of others.

c. Seeks to build self up by manipulating others for his own purpose.

d. Won’t help other people, except possibly, if they are members of his own family or circle of friends.

11.   INCONSIDERATE TO SELF: DOES THINGS THAT ARE DAMAGING 

  TO SELF

a. Puts self down, brings anger and ridicule on self, does things that hurt himself

b. Acts as though he doesn’t want to improve self or solve problems.

c. Tries to explain away his problems, or blames them on someone else.

d. Denies problems, hides from problems, runs away from problems.

e. Doesn’t want others to point out his problems or talk about them, but resists help with problems.

12. FRONTING: PUTS ON AN ACT RATHER THAN BEING REAL

a. Needs to appear big in the eyes of others, always needs to try and prove himself.

b. Bluffs and cons peoples, thinks loudness and slick talk are better than reason.

c. Acts superior, always has to be right, argues, needs to be he best in everything, and resents being beaten.

d. Clowns or shows off to get attention.

e. Plays a role to keep from having to show his real feelings to others.

Once you are assigned to a group, you will meet other residents in that group.  They will each provide you with their name, age, where they are from, and a short description of why they are here.  When they are done, they will expect you to do the same.

Depending on what the group is doing, there will be a list of things that the group and staff will go over with you to help you better understand Southwestern Youth Services. 

The most time consuming portion of the orientation will be explaining the different parts of the program.  The majority of this learning will occur in the group meetings, but orientation is a learning process that takes several days.  It is impossible to predict every question or concern you may have, so it is important that you talk to your staff when you have a question and/or concerns.


You are able to earn privileges for positive behavior.  There are a total of five privileges; which are: Phone, Game, Shoe, TV and Work.  When you first arrive at the facility you have your Phone and Game privileges.  You can begin going through the committee process to receive your other privileges after you have been in the program for a full two weeks.


Intake Procedures

I. Gathering Information

A staff member will ask you to provide the following pieces of information:

1. Your social security card, driver’s license, and Medicaid numbers, when applicable

2. Names of any medications you are currently taking and any special medical problems or needs

3. Personal physician, if applicable

4. The Referral Intake Form, which is issued by the referring agency

5. Name, age, date and place of birth, sex, race or ethnic origin

6. Height, weight, hair and eye color

7. Your address and phone number

8. Name of person to notify in case of emergency

9. Your school, grade, and employer if applicable

10. Name and relationship of person you live with

11. Parent’s/ Guardian’s name, address, and telephone number

12. All identifying marks, scars, tattoos, etc.

13. Name of Probation officer

II. Searching at intake

1. For the safety and security of everyone, a staff member will thoroughly search your clothing and other items you bring with you.

2. Anything considered questionable will be confiscated.

III. Inventory of Your Personal Property

1. A staff member will, in your presence, inventory all the items you brought with you.

2. Certain items are not allowed in the program and will be sent home.

3. Your clothing items will be marked with your initials and placed in a bag that is marked with your name.  The bag will be held in a temporary storage compartment, which will be labeled with your name.

4. Jewelry items will be placed in an envelope and locked away in a safe place.

IV. Photograph

As part of our informational file, it will be necessary for a staff member to take your picture.  You may not wear headgear or jewelry for the photograph.

V. Intake Shower

1. For health reasons, you will be given delousing shampoo.

2. You will shower and will use the shampoo you are issued.  For health and safety reasons, a staff member must time and watch your shower.

3. At the discretion of the facility staff or at the request of your social worker or probation agent, your shoes may be taken if you are considered a run risk.  When you are no longer considered a run risk, your shoes will be returned to you.

VI. Issuing of Bedroom Supplies

You will be issued the following items: Linens, laundry bag, toothpaste, toothbrush, comb, deodorant, and if necessary, socks and undergarments.  You will also receive Southwestern Youth Services clothing (temporarily) and a pair of shower sandals.

VII. Issuing of Other Supplies

You will be given a Student Handbook, a folder, a pencil and writing paper.

VIII. Tour and Introductions

You will be given a tour of Southwestern Youth Services and will be introduced to other residents.  At this time, your group members will explain the norms and expectations of Southwestern Youth Services.  With this, you will be informed of the procedures for earning your privileges, such as phone calls, TV, games, shoes, clothes, money, work, etc.

IX. Counselor Assignment

     1. Immediately following intake, you will be assigned and introduced to a group of peers.

     2. Your group will explain Southwestern Youth Services operations to you and help you get started  on your program.

X. Initial Call

Immediately on admission to the facility, a resident may make one phone call to his parents, legal guardians, foster parents, custodians, or attorney.

Searches

For the safety of all residents and staff, it will be necessary to do inspections and searches.  Your room and your personal items are subject to search at any time.  Your clothing will not be shared or traded for other items at any time.

Resident Living

Long-Term Program’s Time Frame

At Southwestern Youth Services, the long-term time frame is from 3 months to 9 months, if not longer.  The length of time is determined by your case worker/probation officer and judge, as well as your efforts to work the program successfully.  Working your program is based on the list of daily expectations, the 12 problem areas, and the treatment goals outlined in your case service plan.

Respect for Other

While you live at Southwestern Youth Services, you are expected to respect the rights, property, and opinions of others.  Other residents and the staff of Southwestern Youth Services are expected to extend you the same courtesy.  In short, our intention is to formulate a thinking process that “caring for others is fashionable.”

Footwear

For health and sanitation reasons, residents will not be allowed to move around the facility barefoot.

Residents will be required to wear footwear when traveling through common areas such as:

· Classrooms

· Dining hall

· Gym

· Hallways

· Offices

· Visitation areas

· Bathroom/shower facilities

· Outdoor activities

Students may be stocking footed when occupying their own day rooms and bedrooms.

Exceptions to the footwear will be necessary for the safety of those residents who are considered high risk to run.  This will be controlled by staff and at no time will a resident be allowed to move through the facility barefoot.

Students will not be allowed to wear their shoes for 72 hours following intake.  They must wear Southwestern Youth Services sandals when moving throughout the facility.

Shoelaces must be tied or tucked into shoes at all times.  Laces cannot be hanging or dragging on the ground.  If you have shoes that do not require laces, then it is up to the student if he wants laces in his shoes.  If you choose to not have laces in your shoes, then the laces must be turned into the staff so that they can be put in your personals.

While in the gym, shoelaces must be tied so that ankle injuries can be avoided.

Appearance and Dress Code

The following are some of the Southwestern Youth Services clothing guidelines:

1. Students are not to wear sunglasses in school or in the facility.

2. Shoes are to be laced and tied or tucked in if your shoes require laces.  Students are not to wear boots in the facility.

3. Students are not to wear shirts with inappropriate propaganda written on them.

4. Head bandannas are not allowed.

5. Students are to wear shirts that completely cover their upper torso.

6. Students are not to wear military or camouflage attire.

7. Students are not to wear shirts with inappropriate pictures or verses written on them.  Black T-shirts are not appropriate attire at any time.

8. Students are not to lend, borrow, or trade any items with any other students.  If this occurs, students will lose clothing privileges.

9. Students are not allowed to wear caps inside the facility.

10. No gang colors or symbols will be allowed.

11. Trousers will be worn at mid-waist with no cuffs or baggy look; they will not hang on the hip or below.

12. Expensive leather coats and tennis shoes will be returned home when your parents visit.  Southwestern Youth Services will not be held responsible for these expensive items.

13. Students are not to wear clothing with tears or holes.  Clothing with tears or holes must be mended or sent home.  If need be, clothing in poor condition will be replaced on your next shopping trip.

Haircuts/ Hair Do’s

You are not to cut your own hair or have other residents cut your hair for you.  Haircuts need to be requisitioned through committee and will either be approved or denied based on your program work.  Tails, designs, etc. are not allowed, as you will get a basic neat haircut.

You are to keep your hair clean, neatly combed, and neatly trimmed.  When fixing your hair, your whole head of hair must be the same.

Shaving/ Fingernails

Students are required to shave at least twice per week if necessary.  Mustaches, Goatees, and/or Beards are not allowed.

Your fingernails must be kept short.  Regular clippings will be required.

Showers/ Hygiene

While at Southwestern Youth Services, you will be offered and required to take a bath or shower at least once a day.  Southwestern Youth Services has shower facilities where more than one person showers at a time in the privacy of their own shower stall.

While at Southwestern Youth Services, you will be required to have acceptable hygiene practices.  This includes: washing face, brushing teeth, combing hair, etc.  However, mouthwash of any kind cannot be used at any time.  If you receive mouthwash, it will be sent back to your family or disposed of properly.

Clothes and Laundry

As noted before, an inventory of your clothes will be taken when you arrive, and if you need additional clothes, recommendations will be made to responsible parties for needed clothing.  Inappropriate clothing will be sent home or placed in your personals.  You are not allowed to lend, borrow, exchange, buy, sell, or give clothing to/with other students.  You are responsible for doing your own laundry.  Staff will show you how to work the washer and dryer.  A laundry day is scheduled is provided.  It’s required you wash your dirty clothes and linens once a week, but be provided the opportunity for cleaning your clothes two times per week.  Laundry detergent is supplied at no cost and can be obtained from staff.  To ensure everyone has time to do his laundry, please remove your laundry from the machines as soon as it is completed and returned to your bedroom by 9:00 pm.  You are responsible for your own laundry.

School

You will be required to attend school if you have not graduated.  Students who have a high school diploma or GED will be required to participate in some type of further education to be developed in conjunction with the Education Department.

Smoking

Smoking is not permitted by students at Southwestern Youth Services.  The entire facility and grounds is smoke and drug free. 

Radios/Stereos

Personal CD players and CDs are permitted at Southwestern Youth Services.  CDs must be approved through the group leader.  Southwestern Youth Services will provide radios for the dayrooms and/or bedrooms.

Canteen Items

Southwestern Youth Services has a pop machine for residents.  You can purchase pop with any allowance you receive.  The canteen will be available at least twice a week.  Chewing gum is not permitted at Southwestern Youth Services.

Money

Money that you bring with you to Southwestern Youth Services will be turned in, counted, and kept in your account.  When you need money for personal items, fill out a money request and submit it to your Group Leader for approval.  Any money you receive or earn while working during your stay at Southwestern Youth Services will be kept in the same manner as described above.  The money is returned to you when you leave the program, unless it is needed to pay restitution.  If someone gives you money while at Southwestern Youth Services, the money must be turned in to a member of the Southwestern Youth Services staff, and it will be put in your account.

Students must have three (3) privileges in order to request money for purchasing canteen and pop, as this is a privilege.  Money requisitions will be filled the 2nd working day of each month and again on the 15th of each month.

Visiting Policy

Southwestern Youth Services encourages residents to maintain ties with their families through regular visits that are limited only by staff demands and the availability of visiting facilities.  Visiting hours are encouraged for all residents.  Visitors must be immediate family only, unless approved by the Director.  Visitors must give 24-hour notice prior to visiting.  The student must have completed a minimum of 14 days at Southwestern Youth Services before an on-campus visit will be approved.

Visitors may take pictures of you during your visit, but only of you.  Photos of other students will not be allowed.  Students may not have cameras in their possession.  They will be sent home or placed in your personals.  If you receive a camera (Disposable only), staff may take photos of ONLY you.  Pictures of others are prohibited because of confidentiality.

Visiting Rules

1. Visitors need to call ahead to schedule a visit.  Twenty-four (24) hours prior to visit is required during the week.  Weekend visits must be scheduled by 5:00 pm on Fridays.  

2. Visitors need to sign in/out at the reception/control area with their name, address, and relationship to resident. 

3. Visitation will take place at Southwestern Youth Services’ designated visitation areas.

4. Residents are not allowed to take visitors to non-approved areas of the facility without supervision.

5. Visiting in cars is not permitted.

6. Visitors are not to bring food or drink without prior approval by the group leader, director, or on-call staff.

7. You will notify staff of any gifts and/or money received so it can be inventoried. 

8. Visitors may only visit with the resident they came to visit.  Because of confidentiality regulations, you may introduce other group members on a first-name basis only.

9. Group sessions take precedence over visits.

10. Visitors who are disruptive will be asked to leave.

Standard visiting hours will be:

Monday through Friday

5:00 PM – 8:30 PM

Saturday

1:00 PM – 8:00 PM

Sunday

10:00 AM – 8:00 PM

After completing two full weeks (14 days) at Southwestern Youth Services, students will be allowed to have on-campus visits every other week with a limit of four (4) hours per day.  This is to allow all residents an equal opportunity for visits.  

Exceptions will be made to the visiting hours if the visiting parties make prior approval.  SYS realizes that some families, guardians, case managers need to travel quite a distance and therefore, exceptions can be made.

To get an off-campus visit, you must go through the committee process and have at least 3 out of 5 privileges.

Denial of Visits

Southwestern Youth Services maintains the right to deny a visit to a resident.

Searches of Visitors

A visitor shall be informed about why the request for a search is being made.  Any refusal to submit to a search may be grounds for denial of visitation.  Visitors must leave all purses, cigarettes, lighters, bags, cell phones, etc. in their vehicles.  

Contact Visits

Residents and their visitors shall not be physically separated unless required by security needs.  They shall be allowed as much informality and privacy as possible, unless it is required by a court worker or family that visits be monitored.  It will be the desire of Southwestern Youth Services to make each and every visit a positive experience.

Special Visits

Special visits may be granted with prior approval of the director on a case-by-case basis.  Transportation, accessibility to the facility by the visitor, and the distance a visitor must travel shall be considered.

Authorized Visitors

Attorneys, clergy, government officials, legislators, and media representatives may be approved for visitation by the Director on a case-by-case basis and will not count against the resident’s normal visiting schedule.  A special area shall be set aside for official meetings if necessary.

Visitor Sign-in

Every visitor shall sign in on arrival at the facility.  Information shall include at a minimum the name, and address of the visitor and the visitor’s relationship to the resident.  Visitors will be asked to leave handbags, briefcases, and packages in their vehicles.

Identification

All visitors aged eighteen (18) and over will be required to produce identification before entry to the visiting area.  Only the Director may grant exceptions.  A parent or guardian must accompany visitors under the age of 18.

Home Visits

Residents ordered to complete a long-term program will be allowed to earn home visits as they progress through the program.  Home visits are earned for the purpose of finalizing plans for release from the program as well as to determine if the resident is prepared to live by society’s standards.  Home visits will not be granted prior to 3 months of stay.  Students must have four out of five privileges to earn a home visit.

Special passes will be evaluated and possibly awarded on an individual basis (ex: death of an immediate family member.)

Telephone

To maintain ties with the community and contact with attorneys, each resident shall have equal and adequate access to a telephone.  The use of the telephone is considered to be a privilege.

Outgoing Calls

Immediately on admission to the facility, a resident may make one telephone call to his/her parents, legal guardians, foster parents, custodians, or attorneys.  A resident may also make local and collect calls to his/her parents, legal guardians, foster parents, or custodians at times designated by the facility.

When a resident’s phone call is approved through a group meeting, the supervising staff will place the call and remain present at a distance that allows privacy.  However, each student must have a phone combo (two group members) before the call can be carried through.  The duration and frequency of outgoing calls shall be limited to allow equal opportunity and access to all residents.  This will need to be strictly maintained due to the limited number of outside lines to the facility.

Residents will be allowed to make telephone calls between the hours of 5:00 PM to 8:30 PM Monday through Friday, Saturday from 1:00 PM to 8:30 PM, and Sunday from 1:00 PM to 8:30 PM.  The Group Leader must approve any exception to this policy.

Residents will be allowed to make two (2) outgoing phone calls per week.  They will also be allowed to receive two (2) incoming phone calls from immediate family members only.  Therefore, a total of four (4) phone calls per week will be allowed, with the week ending on Saturday.

Incoming Calls

Residents may receive calls from court workers, social workers, police officers, and lawyers when they do not interfere with legitimate programming.  The staff member answering the telephone shall take the appropriate steps to verify the identity of the caller.  The number of incoming calls will be monitored and limited by staff.  Residents are only allowed to receive and make calls to immediate family members, unless approved by their group leader.  If a resident is unavailable at the time, a message will be taken and given to the student.  In case of emergency, the name, relationship, and telephone number of the caller will be taken so that the resident can return the call.

Communication with Legal Representatives

A resident may receive calls from court workers, social workers, police officers, and lawyers when they do not interfere wit legitimate programming.  A resident may phone his/her attorney at any time that does not interfere with the resident’s scheduled activities.  If, however, an attorney has communicated to the staff that calls shall only be placed during specific time periods, the staff will comply with this schedule.  If the attorney is not available, a message will be left to return the call.  

Calls are usually limited to avoid unnecessary intrusion upon the legal representative and facility staff.  However, if a resident indicates important information needs the prompt attention of his/her legal representative, further calls will be placed.  All calls, both incoming as well as outgoing, will be documented daily.

Mail

While at Southwestern Youth Services you will receive your personal mail at a scheduled mail time.  All your mail will be opened by you in front of staff to ensure there is no contraband.  Contraband will be confiscated.  Only letters from immediate family will be accepted unless otherwise stated by the Case Worker.  Letters incoming from non-family members will be returned to sender.

Parents or referral agents may determine that mail from certain individuals is counter-therapeutic.  If a letter arrives at Southwestern Youth Services from the restricted individual, it will be given to your Group Leader who will send it too your parents.

Correspondence from someone in another facility may be disallowed if stated by your Case Worker.

If you receive any cash through the mail, it will be held for you in your account.

Stamps

Southwestern Youth Services will furnish two (2) stamps each week to be used for letters to your immediate family, court workers, social workers, and school districts.  You may buy additional stamps from Southwestern Youth Services by requisitioning them through committee.

Restricted Magazines, Newspapers, and Periodicals

Students will not be allowed material that:

· Contains instructions for the manufacturing of explosives, drugs, or other unlawful substances

· Advocates violence within the facility

· Advocates racial, religious, or national hatred

· Encourages criminal sexual behavior or behavior against facility rules

News Media Requests

A news media representative who wishes to visit or conduct an interview with a resident must make application to the Director.  Prior to approval, the applicant agrees to abide by all he rules and regulations of the facility.  A request for a visit or interview may be denied if written consent has not been obtained from the resident’s parents/guardians and legal representatives.

A resident is not to be personally identified in an interview through descriptions or photographing or filming.

Facility Visits

All media representatives shall make advance arrangements for visits.  During these visits, media representatives may photograph programs and activities in the facility and meet with the residents involved.  The use of a resident’s name, identifiable photographs, or voice recordings is strictly prohibited at all times.  The Director may suspend media visits during a facility emergency.  A resident in the facility may not act as a reporter or publish under a byline.

Personal Interviews

Either a resident or media representative may initiate a request for a personal interview.  Personal interviews with residents shall be conducted within the framework above and according to the following conditions:

· A resident may not receive compensation or anything of value for an interview

· The Group Leader shall notify the resident, his parents/guardians, and legal representative of any request and shall, as a prerequisite, obtain written consent from the resident, his parents/guardians, and legal representative prior to the interview.

The Director may deny a request for an interview for any of the following reasons:

· There is a refusal or failure to adhere to any of the requirements of application

· The resident is physically or mentally unable to participate, as substantiated in writing by the medical staff

· The resident’s written consent is not completed

· The interview, in the opinion of the Director, would endanger the health and safety of the interviewer or would adversely affect the order of the facility

· The resident is involved in a pending court action and the court, having jurisdiction, has issued an order forbidding such interviews

· The resident is a protection case, and notice of his/her whereabouts would endanger the resident’s safety

Employment

The facility shall use community resources as opportunities for residents to be employed, part-time, when appropriate.

Staff shall assist the resident in seeking employment, by maintaining a list of known and approved employers, keep job applications on file, and have newspapers readily accessible when looking for employment opportunities.

Employment Monitoring

Unless otherwise indicated, the resident shall be monitored, at a minimum, with one face-to-face contact at his/her employment once per month.  The employer shall also be consulted regularly regarding the resident’s work abilities.

Staff shall ensure that each employment opportunity meets all legal and regulatory requirements for resident employment and shall include the following: applicable minimum wage, health laws, safety laws, and working hours consistent with labor laws regarding age.

Educational and Vocational Programs

All residents shall meet legal educational requirements, with staff promoting and supporting the enrollment in educational and vocational training programs.  Staff shall be aware of special placement programs for physical, mental, and emotional handicaps and learning disabilities and ensure the placement of residents in appropriate programs to meet their needs.  While in the facility, all residents shall be encouraged to be in either an educational or vocational program, whether required by law to attend or not.

Regular School Placements

School placements shall be made as soon after intake as possible.  Appropriateness of placement shall be determined by examining intake information, interviews with the resident, previous school reports, and consultation with the Southwest/West Central Coop.

Special Education Placements

Resident’s occasionally require special educational needs, which school systems are required by law to meet.  To assess a resident for such placements, staff should do the following:

· Evaluate the resident’s intake information regarding academic abilities and achievements

· Gather information from previous school and parents, where possible

· Assess and evaluate psychological, medical, and psychiatric information received at intake on suspecting problems interrupting the main streaming of a resident in the school setting, secure psychological/psychiatric examinations and/or medical information

· Request the educational team make an Individual Educational Plan (IEP)

Recreation and Play

There will e an indoor and outdoor recreational program.  Transportation to community recreation and leisure-time activities will be used for individual and group activities outside the facility.  Staff is trained in recreation and/or physical education to ensure good planning, organizing, supervision, and use of facility and community activities.  Before any resident is involved in strong physical activity, staff shall ensure there are no medical restrictions for the resident.

In-House Recreational Activities

An area is designated in the facility for leisure activities.  These activities should minimize television and make full use of table games and other activities encouraging both solitary entertainment and small group interactions.  These activities may include arts and crafts, card games, table games, solitary activities such as crossword puzzles, computer games, reading, etc., and interactional games such as charades, hangman, etc.

Outdoor Facility Activities

When possible, the grounds of the facility provide activity opportunities for both outdoor leisure and gross motor physical activities.  They may include basketball, softball, gardening, picnicking, horseshoes, badminton, and picnic tables for games.

Community Activities

The use of community resources is maximized, where possible.  This shall include the following:

· Community involvement in the facility through 1) volunteers providing religious activities, mentoring, NA/AA meetings, etc., 2) volunteer groups providing parties, plays, sing-a-longs, picnics, games, etc., and 3) special community groups, such as magicians, musical groups, touring play groups, and lectures of interest who volunteer to provide presentations in the facility.

· Activities in the community such as 1) community plays, concerts, lectures, 2) community events, such as fairs, block parties, local fireworks displays, or similar events, and 3) community movie theaters, roller or ice skating rinks, restaurants, bowling alleys, etc.

Recreational planning should accomplish the following:

· Encourage team participation for learning skills of working with others cooperatively

· Encourage learning of skills

· Use and enhance gross motor skills at least three (3) times per week

· Promote, encourage, and teach free time constructive creativeness to supplant television as a primary activity

· Teach new table games for individual pleasure, small group participation, and large group competition

· Demonstrate and expose residents to community activities available to them in release, both free and at a minimal expense

· Encourage learning through reading, writing, speaking, and group participation

· Provide a wide variety of experiences for a wide variety of preferences in residents

Religion

Southwestern Youth Services recognizes the right of each resident to practice religion of his/her choice, every reasonable effort shall be made to facilitate the free practice of religion, limited only to legitimate security and operational considerations.

Special Religious Needs

Residents shall have access to religious publications of their respectful faiths.  All religious material, however, is subject to review before entering the facility.  Arrangements may be made for a resident to obtain personal copies of certain approved books and periodicals.

The facility recognizes that certain religious faiths impose dietary restrictions on their members (e.g., abstaining from the use of pork or pork products) and these restrictions shall be honored by Food Service when possible.

When appropriate, liturgical apparel such as skullcaps, head shields, and prayer shawl may be worn during religious activities.  When not in use, this apparel shall be stored in the chapel area.  Religious medallions or ornaments may also be worn if they do not interfere with the safe and orderly conduct of the facility.

Religious Services

The proper space and atmosphere for religious services is provided.  Attendance shall be voluntary, and all residents shall be advised of their right to, or not to attend worship services.  Worship attendance is never mandatory, and in no case shall it be interpreted to deny or grant any special privilege.  Religious programs shall be coordinated with the facility’s schedule, and communion services and sacramental rituals shall be conducted upon request.  This is a privilege based on student’s behaviors and proper language.

Special Denominational, Church, or Sectarian Activities

Participation in worship services or religious activities presented b a particular church, denomination, religious group, or sect usually shall be restricted to residents of that particular religious preference or affiliation.  The Director may approve exceptions.

The facility shall anticipate and arrange for the celebration of rituals necessary to meet the minimal requirements of a given religious faith.  Work assignments and schedules shall be arranged to accommodate the beliefs and practices of residents whose religions require abstaining from work on holy days.

All worship services or religious activities shall be conducted and/or supervised by a Chaplain, staff designee, or religious representative with reasonable frequency.

Religious Education

The facility may conduct a program of religious education after it has bee reviewed and approved by the Director.

Chaplain’s Responsibilities

Staff Chaplains or part-time volunteer clergy shall perform the following duties:

· Speak to residents when requested

· Honor residents’ requests for visits at any time

· Keep pastoral confidences intact while at the same time protecting the security of the facility and safety of it’s staff and resident population

Library Services

To reduce idleness and allow residents to pursue personal interests that may help them after release, reading materials and other related services shall be provided through an in-house library. The Luverne Public Library is also utilized once a week.

Function

The library provides all residents access to a collection of general and specialized reading materials that meet the educational and recreational needs and requests.  The library program is coordinated and supervised by a qualified person, authorized by the Director, and regular services are provided to each unit on the facility.

Services

Residents shall be assisted in release planning through information on the following subjects:

· Community resources

· Job opportunities

· Training opportunities

· Educational programming

· Productive skills development

A cooperative loan service shall be operated with a local library.  Southwestern Youth Services is not responsible for purchasing legal books and references.  Legal books and references shall be provided upon request to the extent resources permit.

Selection of Books

At regular intervals, a survey of the residents shall be conducted to determine their needs and the quality of the selection of books, materials, and programs offered by the facility library.

Materials shall be selected to serve the interests and needs of the residents and staff and shall be consistent with the residents’ varying abilities.  The material selected shall be recent and based on cultural, inspirational, and recreational values.  Materials of controversial nature shall be reviewed by the Director.

Inappropriate Values

The following items constitute inappropriate values and require actions such as loss of privileges:
Horseplay: This is a minor offense.  However, it is important that the residents know the difference between two residents who are simply playing around and two who are attempting to cover up a more serious problem.

Being out of Assigned Area: This is an absence in the classroom or from the location of an assigned area.

Failure to Carry Out Assignment: The frequency with which this behavior repeats itself determines the seriousness.

Aggravating or Harassing Others: This covers such areas as language, making fun of, or in any other way holding a peer to ridicule.

Verbal Disrespect: This must be confronted and could conceivably be considered for disciplinary action.

Destruction of Property: This seriousness will be affected by the degree of the destruction and the value of the property destroyed.

Stealing: The seriousness will be affected by the value of what is stolen.

Sex Offense: This involves voluntary participation, which is a consensual act and will be affected by the degree of the offense.  With a forced encounter, the offense becomes assault and is of a much more serious nature.  This warrants a full investigation with possible charges and court hearing.

Disobeying a Direct Order: Refusal to stop or refusing to initiate a particular behavior or activity directed by a staff member is considered an offense

Intimidating or Threatening: Intimidating or threatening another person must be considered a serious offense warranting significant consequences

Possession of Contraband: Being in possession of any item that can be used as a weapon or for purposes of escape (e.g. matches) or that has not been specifically authorized (e.g. money) is considered a serious offense

Verbally Uncontrolled: When a resident is cursing, threatening, and, after being warned to cease, has refused to do so

Gang Activity: Any independent grouping or association for the purpose of intimidating other residents or staff

Absent Without Leave (AWOL) or Escape: This is a law violation and could warrant placement of charges with the court

Fighting: Any physical violence is considered one of the more serious offenses and dealt with accordingly

Assault: An intentional physical attack on an individual that inflicts serious injury or harm is considered a very serious offense.  Placement of charges with the court will be indicated.

Discipline

Staff will make every effort to maintain control of residents through the methods of positive reinforcement, such as incentive system, which involves rewarding desirable behavior and having consequences for undesirable behavior.  Rewards may include participation in special activities.

Discipline will be administered to create a learning experience for the resident and will be equivalent to the seriousness of the misbehavior.  Discipline will never be administered in a way that would degrade or humiliate the offender.  The following actions will never be used as a means of discipline or punishment:

· Corporal punishment

· Physical restraint (used only for out of control behavior)

· Psychological intimidation

· Denial of regular meals

· Denial of medical care

· Denial of sufficient sleep

· Denial of sufficient exercise

· Denial of contact with parents/legal guardians

· Denial of legal assistance

Room restriction will only be used when it is absolutely necessary for the protection of the residents or staff or for controlling self-destructive behavior.  Residents placed on room restriction shall be directly supervised by a trained staff at all times.  The resident will be returned to his/her regular program as soon as possible.  All disciplinary action will be reviewed by the Group Leader and the Administrator.

Physical restraint is only used when the resident is acting in a manner that is assaultive, injurious, or dangerous to the resident, other residents, staff, or property.  Physical restraint will only be used by properly trained staff.

Resident Rights

All residents will be protected from discrimination based on race, national origin, color, creed, gender, physical handicap, or political beliefs and will have equal access to programs and activities.  They will be assured that seeking judicial relief will not be held against them and they will not be penalized and will have uncensored, confidential contact by telephone, in writing, or in person with their legal representative.

Some residents (e.g., first-time offenders or residents outside the court’s jurisdiction) may not have had the opportunity to be advised by legal counsel.  The Group Leader or Director may contact the court coordinator to check if there is an attorney of record for a particular resident.

The Group Leader or staff member may inform a resident of the legal resources available, but at no time are they to engage in conservation that might in any way be construed as offering legal advice.

All residents have certain rights and responsibilities that must be recognized.  Theses are clearly defined, and both residents and staff shall be familiar with them.  Complaints of violation of these rights shall be subject to grievance procedures.  A resident’s refusal to accept the responsibilities, rights, and rules may be subject to disciplinary actions.

Rights and Responsibilities

· Residents have the right to be treated respectfully, impartially, and fairly and to be addressed by name in a dignified manner.  In turn, they will treat others in the same manner.

· Residents have the right to be informed of the rules, procedures, and schedules concerning the operation of the facility.  In turn, they will follow the rules, procedures, schedules, and staff directives while in the facility.

· Residents have the right not to be subjected to corporal punishment, harassment, intimidation, harm, humiliation, or interference with normal bodily functions by other residents or staff.  In turn, they will not subject any other person to similar mistreatment.

· Residents have the right not to be discriminated against and will have the same access to all services and programs.  In turn, they will not discriminate against any other resident or staff member or use of language or behavior that would imply prejudice or discrimination.

· Residents have the right to participate in religious services and religious counseling on a voluntary basis, subject only to the limitations necessary to maintain facility order and security.  They will have access to clergy, spiritual advisors, publications, and related services that allow them to adhere to their religious practices.  In turn, they will not abuse any of the religious opportunities and provisions they are afforded.

· Residents have the right to nutritious meals, proper bedding, clean clothing, toilet facilities, daily showers, adequate lighting, proper ventilation, and an overall safe environment that is maintained in compliance with the state and local fire and safety laws and regulations.  In turn, they will help staff clean and maintain living quarters.

· Residents have the right to appropriate medical and dental treatment.  In turn, they have the responsibility to ask for medical and dental care when they need it.  Generally, dental treatment will be provided for emergency purposes only.

· Residents have the right to regular visits with family and to send and receive uncensored correspondence.  In turn, they have the responsibility of conducting themselves properly during visits and of refraining from passing or sending contraband through the mail.

· Residents have the right to call, write, and meet with their legal representative while in the facility.  In turn, they will abide by the guidelines set down by the facility and their attorney.

· Residents have the right to wear combinations of their own or facility clothing, limited only by the facility requirements for safety, hygiene, and identification.  In turn, they have the responsibility of maintaining their clothes in a clean and odor-free condition.

· Residents have the right to both indoor and outdoor recreational equipment and opportunities under supervision.  In turn, they have the responsibility to respect and not abuse the equipment and opportunities.

· Residents have the right not to participate in uncompensated work assignments unless work is related to housekeeping or maintenance of the facility or personal hygiene needs.  In turn, they have the responsibility of abiding by facility practices concerning housekeeping, maintenance, and personal hygiene.

· Residents have the right to report any problems or complaints they may have while in the facility without any fear of reprisal.  In turn, they also have the responsibility to report these incidents and to follow the facility’s grievance procedures when making such complaints.  Resident’s also have the responsibility to report if any improper action is taken against them as a result of a properly filed grievance.

· Resident’s have the right to appeal any disciplinary action against them as a result of a rule violation.  This is in addition to their right to a response to their appeal in accordance with the appeal procedures.  In turn, they have the responsibility of initiating an appeal and following the proper procedures in the course of their efforts.

Grievances

You may file a complaint or grievance if you feel that you have not bee treated fairly by a member of the Southwestern Youth Services staff, another resident, or if you feel that a policy is not fair.  The first step is to talk with the person you are having difficulty with and try to resolve the problem informally with staff supervision.  If you are not satisfied, the next step is to put your complaint in writing and submit it to the Director and/or Assistant Director. (Make sure the grievance is signed and dated.)

There are three (3) levels to the review process when filing a formal grievance.  The first level is a hearing by a review committee.  The review committee is composed of one to three persons from within the facility.  If you are not satisfied with the decision of the review committee, then you can appeal to the second level, the Director or designee.  If you are still not satisfied with the decision of the second level, the third and final level is the Southwestern Youth Services Board of Directors whose decision is final. 

You cannot get into trouble for filing a complaint or a grievance.

DAILY EXPECTATIONS

OUT OF BED WITHOUT PROMPTING

MAINTAIN PERSONAL HYGIENE

PROPER ATTIRE

ACCOMPLISH DUTIES (WORK DETAILS)

BE PUNCTUAL

ACCEPT DAILY MEALS WITHOUT COMPLAINT

MAKE SURE DAILY HOMEWORK IS FINISHED

PARTICIPATE POSITIVELY IN SCHOOL / ASK QUESTIONS

MAINTAIN EXERCISE LEVEL

STRUCTURED GROUP RECREATIONAL ACTIVITY PARTICIPATION

NO HORSEPLAY

ATTEND AND PARTICIPATE IN GROUP SESSIONS

MAINTAIN POSITIVE ATTITUDE

MAINTAIN CONFIDENTIALITY AND CONSIDERATION

WEEKDAY: IN BED AT 9:00 PM…LIGHTS OUT/ALL QUIET AT 9:30 PM

WEEKEND: IN BED AT 9:30PM…LIGHTS OUT/ALL QUIET AT 9:50 PM

ADHERE TO THE NO TOUCH POLICY

SHOW CARE AND CONCERN

NO LYING/MANIPULATING

NO STEALING/TRADING/BUYING

MUST STAY IN ASSIGNED AREAS

NO AGGRAVATING OR HARASSING OTHERS

CARRY OUT ASSIGNMENTS

ELIMINATE VERBAL DISRESPECT

NO DESTRUCTION OF PROPERTY

NO INTIMIDATING OR THREATENING
NO POSSESSION OF CONTRABAND

ELIMINATE GANG ACTIVITY…THIS IS A PEACE ZONE!

NO FIGHTING/ASSAULTS

NO A.W.O.L.

GROUP ROOM RULES

NO LAUGHING

NO LEANING ON CHAIRS

NO HOLDING GRUDGES

NO SLEEPING

NO PUT DOWNS

DO NOT MISLEAD OTHERS

DO NOT PUT ON A FRONT

CONTROL ANGER

TALK ONE AT A TIME

RESPECT OTHERS

MAINTAIN GOOD POSTURE

DO NOT AGGRAVATE OTHERS

PRACTICE CONFIDENTIALITY

DO NOT PUT PROBLEMS ON OTHERS

FOLLOW AUTHORITY

SHOW CARE AND CONCERN

NO THREATENING

NO WALKING OUT OF GROUP

DO NOT LIE

CONTROL EXPELLING

PARTICIPATE

RULES AND EXPECTATIONS FOR BIBLE STUDY AND AA/NA

1.
Students who DO NOT attend these meetings have 

quiet time in Bedrooms, on their bunks.  Students may write letters, read, or sit/lay quietly.  No talking with other students!

2.
Students who DO attend these meetings do not leave for 

any reason.  This include: bathroom breaks, phone calls, etc.  They should complete these things prior to all meetings.  If they leave for some reason, they do not return.  They go directly to bedroom for quiet time.

3.
FOR ALL STUDENTS…During Bible Study and AA/NA meetings no phone calls may be taken or placed.  This is a distraction and inconsiderate to the volunteers.  This includes all students (those who attend and those who do not.)

4.
NO PHONE CALLS OF ANY TYPE DURING THESE TIMES!!!

5.
During Bible Study, students are to sit separately by groups.  The chairs are arranged so that this is possible.  If a student refuses to follow expectations, then they forfeit their right to attend meetings.

6.
All students have the right to attend Bible Study, but staff has the final decision based on individual behaviors.

TIME AWAY

If a student takes time away from his group, it should not last

longer than 15 minutes.  In most cases, this can be done

within an isolated area in the room or hallway, not

necessarily the time out room.

Students Handbook Attachment

FIRE ALARMS

1.
A fire alarm may only be pulled when flames or a significant amount of smoke is 

present in the facility.  If a student pulls a fire alarm, then the following action 

may be taken:

a. Loss of all privileges (shoes, game, phone, TV, and work)

b. 24 hours in time out

TIME OUT EXPECTATIONS

2.
The time out room is available and used for students who need to be separated from the 


group.  While in time out, a student should think about their behaviors and actions, as 


well as utilize the time away to regain control of them selves and make a plan to help 


them make better choices in the future.  

a. While in time out if any damage is caused by a student, the following action may be 

Taken:

i. Pay restitution for the damages, as well as labor for repair

ii. An additional 2 hours in time out will be given at staff discretion during an

Extra activity (movie, field trips, recreation room, outside activity, etc.) to compensate for the damages caused to the room.  Damages include, but are not limited to: scratching paint off walls/doors, breaking doorknob, etc.)

1. Before a student is removed from the time out and placed back with his group, the room must be cleaned.  This includes sweeping and mopping the floors, wiping down the walls and bed, etc.

INDIVIDUAL EXPECTATIONS

4.
When a group is attempting to Resolve A Problem (RAP) by discussing the actions and 

behaviors of a peer and offering positive feedback, the peer causing the disruption needs to label the top 3 problem areas.  This will help the peer understand which areas he needs to work on, as well as give the group a better understanding of the peers behaviors/actions.

5.
All students have a fitted sheet, top sheet, and comforter for their bed.  Students must 


sleep under their top sheet.  Sleeping on top of the comforter is not allowed.

The following is a list of those items with a brief description of each.  Your group and staff will provide a more detailed description.  Below the description is an area for your initials and staff’s initials.  Once each area is covered, these blanks need to be initialed.

1. 
      Assignment of areas and issuing supplies.  Please initial these as they are completed.

________ Bed and Mattress

________ Pillow

________ Sheets-Top and Bottom

________ Pillowcase

________ Blankets (appropriate to season)

________ 2 Towels

________ 1 Washcloth

________ Wardrobe Closet
________________________
   _________________________
_____________

Student Signature

    
    Staff Signature


Date

2. Tour of Facility

         The tour will help to familiarize you with the building and how it is used.  You will be given

         Explanations of each as you tour.

________________________
   _________________________
_____________

Student Signature

    
    Staff Signature


Date

Policies


The following policies will be explained to you.  Along with the explanation, you will be given copies of the policy when available.  Please initial these off as they are completed.






________ Telephone

________ Mail

________ Dress Code

________ Searches

________ Haircuts

________ Showers/Hygiene

________ Laundry Procedure

________ School

________ Smoking

________ Canteen

________ Handling of Money

________ Resident’s Rights

________ Grievance Procedures

________ Medical Procedures

________ Visitation

Each of the above items has been explained to the resident.  Copies of these have been provided. 

 Your signature below certifies that you have read and understand the Student Handbook:

___________________________
   ____________________________

_____________

Student Signature

    
    Staff Signature



Date
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