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The Cornerstone Lodge

Welcome Letter
Dear Resident and Staff,

Welcome to our recovery home community. This handbook was created to provide guidance, support, and clear expectations for all who live and work here. Our goal is to create a safe, structured, and compassionate environment where recovery can flourish.

Please read this handbook carefully. Residents will find rules and supports to help them succeed, while staff will find standards and procedures to ensure professional and ethical care. Together, we will uphold the values of respect, accountability, and hope.

With care and hope,
A Life Beyond Recovery Founders


Mission, Vision, and Core Values

Our Mission: To provide a safe, supportive home where individuals in recovery can heal, grow, and rebuild their lives.
Our Vision: A world where every person in recovery has access to compassionate housing, education, support, and the tools needed for lifelong success.
Our Core Values: Respect • Integrity • Compassion • Accountability • Community •Empowerment • Honesty
Our Philosophy: Our program is founded on the belief that recovery is possible for everyone when provided with safety, structure, connection, and compassion. Residents who engage fully with the program, take accountability, and invest in their growth will find that recovery becomes not just an abstinence from substances—but a pathway to a meaningful, balanced life.
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Part 1: Living in the Recovery Home (Residents)
1. Introduction to the Community
Our recovery home is more than a place to live – it is a supportive community. Residents are expected to treat each other with respect, kindness, and understanding. Living in recovery means sharing responsibility for both personal growth and the wellbeing of our house as a whole.

2. Admission & Orientation
Admission into our home is based on a fair and supportive process. Each new resident will participate in an intake interview, complete necessary forms, provide a urinalysis, and receive an orientation. During orientation staff will review house rules, recovery and wellness expectations, and safety procedures with each resident.

3. House Rules & Daily Living
Purpose
To create a safe and orderly environment, residents must adhere to the following rules:
· No possession or use of drugs or alcohol; including some substances that may be legally sold at stores or dispensaries.
· Compliance with random drug/alcohol testing.
· Respectful communication at all times.
· Participation in chores and upkeep of common areas, which include outdoor grounds.
· Observance of curfew (9:00 PM) and quiet hours (10:00 PM to 7:00 AM).

4. Code of Conduct & Respectful Living
Respect for Self and Others
· Treat all residents, staff, and visitors with kindness, courtesy, and understanding; speak to others in a calm and respectful manner (no yelling, name-calling, or intimidation).
· Physical, verbal, or emotional aggression of any kind will not be tolerated.
· Differences in background, belief, or opinion are to be met with openness, not judgment.

Privacy and Confidentiality
· What is shared within our home stays within our home.
· Respect others’ personal space, belongings, and privacy.
· Never share another resident’s story or struggle without their permission.
Personal Responsibility
· Residents are expected to keep their living spaces and shared areas clean, orderly, and welcoming.
· Participate fully in house meetings, chores, and recovery activities.
· Be honest with yourself and others.
· Accountability is a cornerstone of recovery and community living.
· Follow all house schedules, curfews, and guidelines consistently.
Substance-Free Commitment
· This is a sober living environment, no use, possession, or distribution of alcohol, drugs, or mind-altering substances is permitted.
· All residents agree to submit to random or scheduled drug and alcohol screenings when requested.
· Any violation of this policy may result in immediate review and possible discharge from our home.
Conflict Resolution
· Conflicts are to be handled respectfully and directly.
· When necessary, involve staff or a house manager to mediate disputes before they escalate.
· Gossiping or spreading negativity harms the community and is discouraged.
Community Standards
· Violence, theft, discrimination, property damage, or harassment will result in disciplinary action, fines, and/or dismissal.
· Respect quite hours and shared spaces to maintain a peaceful home.
· Dress appropriately in communal spaces.
· Romantic and/or sexual relationships between residents are discouraged to prevent distractions from recovery goals.
Growth and Participation
· Engage in recovery, wellness, and house activities with a willing spirit.
· Support others in their personal growth journeys.
· Strive to model honesty, humility, and compassion in your daily actions.
Accountability and Consequences
· Breaking house rules will result in a review process, which may include warnings, loss of privileges, fines, written agreements, and/or discharge depending on severity.
· Staff decisions are made with fairness and the well-being of the community in mind.
Commitment to a Respectful Home
· By living here, you agree to uphold this Code of Conduct and contribute to a safe, healing and supportive environment. Together, we build a home where respect, recovery, and growth thrive.
5. Health, Safety, & Emergency Procedures
Purpose
The health and safety of all residents, staff, and visitors are our top priority. Our goal is to provide a clean, secure, and supportive environment that promotes recovery, wellness, and mutual respect. Each person in the home is responsible for maintaining a safe living environment and following all health and safety policies.

General Health and Wellness
· Residents are expected to maintain good personal hygiene and keep their living spaces clean.
· Any signs of illness or contagious conditions should be reported promptly to staff or the House Manager.
· Prescriptions and over-counter medications must be stored and taken according to our home’s Medication Policy.
· Residents may not share, sell, or misuse medication under any circumstances.
· Smoking and vaping are permitted only in designated outdoor areas.
· Residents are encouraged to maintain a healthy lifestyle, including balanced nutrition, adequate rest, and participation in recovery-oriented activities.

Environmental Safety
· Keep all common areas clean, uncluttered, and free of hazards.
· Do not tamper with or disable safety devices such as smoke detectors, fire extinguishers, or carbon monoxide alarms; candles, incense, space heaters, and open flames are prohibited inside our home.
· Report any unsafe conditions (e.g. broken furniture, water leaks, faulty wiring) to staff or House Manager immediately.
· Cleaning supplies and hazardous materials must be stored and out of reach of unauthorized individuals.

Fire Safety Procedures
· Know all exit routes. Each resident should be familiar with our home’s fire exits and designated meeting location outside the building.

Medical Emergencies (including Overdose Response)
· If a resident or guest is experiencing a medical emergency call 911 immediately.
· Notify the House Manager as soon as possible.
· Do not move the individual unless necessary for safety.
· Provide first aid and/or CPR if trained to do so.
· Report all injuries, even minor ones, to staff as documentation may be required for records.

Mental Health and Crisis Situations
· Residents experiencing suicidal thoughts, panic attacks, or mental health crises should seek immediate help from staff or call 988 (Suicide and Crisis Lifeline).
· If another resident appears to be in crisis or at risk of self-harm notify House Manager or call 911 immediately.
· Confidentiality will be respected but safety always takes priority.
Severe Weather and Natural Disasters
· In the event of severe weather (tornado, storm, flood, etc.) follow staff directions and move to the designated safe area.
· Keep emergency supplies (flashlight, water, batteries) accessible.
· Do not leave the building unless instructed by staff or emergency personnel.
· If evacuation is required, follow the established evacuation plan calmly and quickly.

Security and Visitor Safety
· Lock all doors and windows when leaving our home.
· Visitors must be approved and signed in according to the Visitor Policy.
· Unauthorized individuals are not permitted on the property or in our home.
· Report suspicious activity to staff or local authorities immediately.

Reporting and Accountability
· All health or safety incidents must be reported promptly to staff.
· An Incident Report Form will be completed for documentation and review.
· Failure to comply with health and safety procedures may result in disciplinary action, up to and including discharge from the program.

Resident and Staff Cooperation
· Safety is everyone’s responsibility.
· Residents and staff are expected to follow all posted safety signs and procedures.
· Report potential hazards immediately.
· Participate in emergency drills and safety meetings.
· Support a culture of care, responsibility, and respect for all.

6. Recovery Programming & Expectations
Purpose
Our home is designed to support residents in achieving and maintaining long-term sobriety through structure, accountability, and connection. Each resident is expected to take an active role in their personal recovery journey, while contributing to a positive and supportive living environment.

Commitment to Recovery
· Residents are expected to prioritize recovery as their main focus during their stay.
· Participation in all required programming, meetings, and community activities is a condition of residency.
· Maintaining sobriety is mandatory (the use or possession of alcohol, illicit substances, or unauthorized medications is strictly prohibited and may result in immediate review of residency status.).
· Residents are encouraged to be honest and open about their challenges - asking for help is a sign of strength, not weakness.

Daily and Weekly Programming
Our recovery home provides a structured routine to promote stability and growth. Programming may include:
· House Meetings: Regular meetings to discuss home updates, group issues, and mutual accountability.
· Recovery Meetings: Attendance at a minimum of one (one hour) approved, offsite, in-person, peer-support meetings each week; such as AA, NA, CA or some other approved peer-related group or class.
· Life Skills Development: Workshops or group sessions focused on budgeting, employment readiness, cooking, communication, conflict resolution, shopping, and healthy living.
· Community Engagement: Volunteering, service work, or sober social activities to build purpose and connection at a minimum of 30 hours per week if unemployed or 20 hours per month if employed.
· Wellness Practices: Encouragement to participate in exercise, meditation, journaling, or other holistic recovery activities.

Personal Accountability
· Residents are responsible for managing their schedules and ensuring consistent attendance at all required activities.
· Each resident is responsible for setting and working toward personal recovery goals.
· Residents will meet periodically with staff or a peer mentor to review progress, address challenges, and update goals.
· Missed programming, meetings, or curfews must be communicated in advance and approved by staff.
· Consistent engagement and positive participation are considered essential to continued residency.

House Culture and Peer Support
· Residents are expected to support one another in maintaining a safe and encouraging recovery environment.
· Gossip, negativity, or divisive behavior undermines community trust and will be addressed promptly.
· Peer mentorship and mutual accountability are vital components of the recovery process.
· Residents should use respectful, compassionate communication at all times, particularly when giving or receiving feedback.

Employment, Education, and Service
· Residents are encouraged to maintain productive daily routines, including employment, education, or volunteer work once stabilized in recovery.
· Work, school, vocational rehabilitation, or volunteer services are mandatory within 45 days of acceptance.
· Work schedules should not interfere with required programming or recovery commitments; unless pre-approved alternative arrangements are made.
· All employment or school information must be shared with staff for accountability and scheduling purposes.

Curfews and House Schedule
· Curfews are established to promote safety and structure.
· Curfews may be adjusted based on length of stay, employment hours, and demonstrated responsibility.
· Residents are expected to be present for evening check-ins, group activities, and nighttime safety rounds as applicable.

Progress Reviews
· Regular progress reviews are conducted to assess each resident’s engagement, behavior, and growth in recovery.
· Reviews help identify strengths, areas for improvement, and readiness for increased independence or transition.
· Continued residency is based on active participation and adherence to all program policies.

Relapse Response
· In the event of a relapse, staff will conduct a safety assessment to determine the next steps.
· Residents will be asked to leave our home while they are under the influence of prohibited substances.
· Depending on the situation, residents may be referred for higher-level care, placed on a behavioral contract, or discharged for the safety of our home.
· Residents who return to residential treatment (inpatient) and demonstrate renewed commitment will be eligible for re-entry, depending on availability and staff discretion.

Responsibility and Growth
Residents are encouraged to:
· Take ownership of their recovery and daily actions.
· Practice honesty, integrity, and humility.
· Celebrate progress—both their own and that of their peers.
· Approach recovery as an ongoing journey of learning and self-discovery.

Program Philosophy
Our program is founded on the belief that recovery is possible for everyone when provided with safety, structure, connection, and compassion. Residents who engage fully with the program, take accountability, and invest in their growth will find that recovery becomes not just an abstinence from substances—but a pathway to a meaningful, balanced life.

7. Resident Rights & Grievance Policy
Every resident has the right to live in a safe, respectful, and supportive environment that fosters recovery and personal growth. This policy ensures that all residents are treated with fairness, dignity, and compassion, and provides a clear process for voicing concerns or grievances without fear of retaliation.
Residents of our home are entitled to the following rights:

Personal Dignity and Respect
· To be treated with courtesy, kindness, and respect by staff and peers at all times.
· To live in an environment free from discrimination, harassment, or abuse of any kind.
· To have their cultural, spiritual, and personal values honored and respected.

Privacy and Confidentiality
· To have personal and medical information kept confidential, except as required by law or in situations of imminent harm.
· To have private space within reasonable limits for reflection, rest, and communication with family, sponsors, or professionals.
· To expect discretion when personal matters are discussed with staff.

Safety and Security
· To reside in a home that maintains safety, cleanliness, and order.
· To be free from physical punishment, verbal abuse, or intimidation.
· To have emergency procedures clearly explained and consistently followed.

Participation and Self-Determination
· To take an active role in developing their recovery plan and setting personal goals.
· To participate in household decisions through resident meetings or feedback sessions.
· To respectfully express opinions, suggestions, or concerns regarding house operations.

Access to Support and Resources
· To access recovery support, medical or mental health care, and community services.
· To request reasonable accommodations for disabilities or health-related needs.
· To receive guidance and referrals when transitioning to independent living or other programs.

Grievance and Fair Process
· To raise complaints or grievances without fear of retaliation or negative treatment.
· To receive a timely, fair, and confidential review of any concerns.
· To appeal decisions that directly affect their rights or continued residence.

Resident Responsibilities
With these rights come shared responsibilities. Residents are expected to:
· Treat others with the same respect and dignity they wish to receive.
· Follow all house rules, safety procedures, and recovery expectations.
· Communicate honestly and respectfully when conflicts or concerns arise.
· Participate in resolving disputes in a mature and constructive manner.

Grievance Procedure
We recognize that concerns and conflicts can occur, and we are committed to resolving them fairly and respectfully. The following steps outline the process for submitting and resolving grievances:

Direct Communication:
Residents are encouraged to first discuss the concern directly with the person involved, if they feel safe and comfortable doing so. Many misunderstandings can be resolved through open, respectful dialogue.

Informal Resolution:
If the issue cannot be resolved directly, residents may bring the concern to the House Manager or staff member for informal mediation. The goal at this stage is to address the issue quickly and cooperatively.

Formal Grievance Submission:
If informal resolution is unsuccessful or inappropriate, a written grievance may be submitted to the Program Directors or designated staff member. The grievance should include the date, description of the issue, and desired resolution. Grievances may be submitted confidentially if the resident wishes.

Investigation and Response:
The Program Directors (or designee) will review the grievance within five (5) business days of receipt. The investigation may include interviews with relevant parties and review of documentation. A written response outlining the findings and any actions taken will be provided to the resident within ten (10) business days, unless more time is needed due to complexity.

Appeal Process:
If the resident disagrees with the outcome, they may file a written appeal within five (5) business days of receiving the written response. The appeal will be reviewed by an administrative staff member not previously involved in the matter. The final decision will be issued in writing within ten (10) business days of the appeal.

Abuse, Neglect, or Rights Violations can be reported at:
Client Rights at Department of Mental Health; 2022 Missouri Boulevard; PO Box 687; Jefferson City, Missouri 65102.  573-751-4122 or 800-364-9687

Confidentiality and Protection from Retaliation
· All grievances will be handled with discretion and confidentiality to the fullest extent possible.
· Residents are protected from retaliation or negative consequences for filing grievance or participating in an investigation.
· Any form of retaliation will result in corrective action for staff or residents involved.

Resolution and Follow-Up
· The goal of the grievance process is to promote fairness, learning, and improvement for all parties.
· When appropriate, follow-up meetings may be scheduled to ensure the concern has been fully resolved.
· Feedback from grievances may be used to enhance program policies and practices.

Commitment to Fairness
This home is committed to maintaining a culture of transparency, accountability, and compassion. Every resident deserves to be heard, respected, and treated fairly. We view concerns not as disruptions, but as opportunities to strengthen trust, safety, and community for everyone in recovery.

8. Financial Responsibility
Purpose
Financial responsibility is an important part of recovery and independent living. This policy outlines the expectations for timely payment, transparency, and accountability regarding program fees and related expenses. It is designed to promote fairness, trust, and consistency for all residents while supporting the continued operation of a safe and sustainable recovery environment.

Program Fees
· Each resident is responsible for paying their agreed-upon program fees as outlined in their Resident Agreement. Please see attached form.
· Fees help cover the cost of housing, utilities, maintenance, programming, and staff support.
· Payment amounts, due dates, and accepted payment methods will be clearly communicated during intake and documented in writing.
· Program fees are non-refundable, except in specific cases approved by Program Directors, (e.g. medical emergencies, program closure).

Payment Schedule
· Fees are due on the date specified in the Resident Agreement; typically, weekly or monthly.
· Payments must be made in full and on time unless prior arrangements have been approved by Program Directors.
· Residents experiencing financial hardship should immediately notify the House Manager or Program Directors to discuss possible support options or payment plans.
· Repeated late or missed payments without communication may result in a written warning, late fees, financial contract, or discharge from the program.

Deposits and Move-In Costs
· A security deposit or intake fee may be required upon admission.
· Deposits are held to cover any damages, unpaid fees, or policy violations that result in financial loss to our home.
· The deposit may be refundable upon successful completion of the program and proper move-out procedures, provided the resident’s account is current and no damages or losses are incurred.
· A written summary of any deposit deductions will be provided upon request.

Refunds and Credits
· Refunds are generally not issued for early departure, termination, or absence, unless specifically approved by the Program Director.
· Overpayments or billing errors will be corrected promptly once verified.
· Refunds, when applicable, will be issued within 30 days of determination.

Personal Finances
· Residents are encouraged to practice budgeting and responsible money management as part of their recovery.
· Personal funds, paychecks, and valuables should be kept secure. Our home is not responsible for lost or stolen money or personal items.
· Residents may be asked to provide proof of employment or income to ensure transparency and accountability in meeting financial obligations.
· Financial coaching, budget assistance, or referrals may be provided as part of life skills programming.

Financial Conduct
Residents are expected to:
· Be honest and transparent about their financial situation.
· Communicate proactively about any payment challenges before fees become overdue.
· Avoid borrowing, lending, or exchanging money or goods with other residents, as these situations can lead to conflict or relapse risk.
· Participate in agreed-upon financial recovery plans when applicable.
· At no time should a resident borrow, lend, or exchange money or goods with a staff member, as this is considered a breach in ethical duties, and will result in a progress review for both residents and staff that could include discharge.

Program Sustainability
Program fees are essential to maintaining the quality, safety, and accessibility of our recovery home. Residents’ timely payments help ensure that our home continues to operate effectively, providing safe housing, supportive staff, and structured recovery programming for all.

Financial Assistance and Hardship Requests
· Residents who experience job loss, medical emergencies, or other verified hardships may request temporary financial assistance or a modified payment plan.
· Requests must be submitted in writing and may require supporting documentation.
· Approval is not guaranteed and will be determined based on individual circumstances and available resources.
· Continued communication and effort to resolve payment issues are expected during any hardship period.

Accountability and Consequences
· Failure to meet financial obligations without communication or approved arrangements may result in written warnings, additional fees, financial contracts, and/or program discharge.
· Repeated or intentional non-payment may also affect eligibility for future readmission.
· The goal is to address financial issues with empathy and problem-solving, not punishment, whenever possible.

Commitment to Growth 
Managing financial obligations is an important skill in recovery. Honesty, communication, and consistency in meeting these commitments support personal integrity, independence, and long-term stability. Our staff is here to help residents navigate financial challenges with compassion and respect.

Part 2: Working in the Recovery Home (Staff)
9. Staff Roles & Responsibilities
Staff members are entrusted with ensuring the safety, structure, and supportive atmosphere of our recovery home. Responsibilities include supervision of residents, enforcement of rules, facilitating groups, documentation of incidents, and providing encouragement in line with recovery principles.

10. Professional Conduct & Boundaries
Staff must maintain professional boundaries at all times. Relationships with residents must be based on respect, fairness, and ethical practice. Favoritism, personal or sexual relationship with, or exploitation of residents is strictly prohibited.

11. Confidentiality & Documentation
Maintaining confidentiality and accurate documentation is essential to protecting the privacy, dignity, and trust of all residents, staff, and partners. This policy outlines staff responsibilities for safeguarding personal information and ensuring all records are maintained with accuracy, integrity, and professionalism.

Confidentiality Standards
All staff members are required to uphold strict confidentiality in accordance with federal and state laws, including 42 CFR Part 2 and the Health Insurance Portability and Accountability Act (HIPAA), as applicable.
Confidentiality is not only a legal requirement; it is a foundation of trust within the recovery environment.

Staff must:
· Protect all resident information—verbal, written, or electronic—from unauthorized access or disclosure.
· Refrain from discussing residents or program matters outside of the workplace or with unauthorized persons.
· Limit the sharing of information to only what is necessary for legitimate operational or care purposes (“minimum necessary rule”).
· Maintain professional boundaries when discussing resident information with other staff, ensuring privacy even in shared workspaces.
· Ensure all records, forms, and files are stored securely in locked cabinets or password-protected systems.

Confidential Information Includes
· Resident names, identifying details, and contact information.
· Medical, mental health, and substance use history.
· Financial and employment records.
· Incident reports and disciplinary actions.
· Personal conversations or observations made within our recovery home.
· Staff records, evaluations, and internal communications.

Authorized Disclosures
Information may only be released:
· With a signed, written consent from the resident (or legal guardian, when applicable).
· When required by law, court order, or in compliance with mandated reporting (e.g., abuse, neglect, imminent danger to self or others).
· For coordination of care with approved service providers or treatment partners, within the limits of consent.
· To emergency responders in the event of a medical or safety emergency.
All disclosures must be documented in the resident’s file, including date, nature of information released, and recipient.

Professional Conduct Regarding Confidentiality
· Discussions about residents should occur only in private settings and only among authorized personnel.
· Confidential information must never be shared on social media, text messages, or personal email.
· Staff are prohibited from photographing or recording residents, for personal use, without written consent and administrative approval.
· Breaches of confidentiality, whether intentional or accidental, must be reported immediately to a Program Director.
· Confirmed breaches may result in disciplinary action, up to and including termination of employment.

Documentation Standards
Accurate, timely, and objective documentation is critical to maintaining program integrity, continuity of care, and compliance with regulations.

Staff are required to:
· Complete all documentation promptly after an event, group, meeting, or shift.
· Use professional, factual, and nonjudgmental language.
· Record only observed behaviors, statements, or verified information; never assumptions or personal opinions.
· Ensure all entries are signed, dated, and completed in ink (for paper records) or electronically authenticated (for digital records).
· Correct errors appropriately (single line through original entry with initials and date; never erase or delete information).
· Submit all required reports—such as incident reports, progress notes, and medication logs—according to established timelines.

Electronic Records and Data Security
When electronic systems are used:
· Access is limited to authorized staff with unique logins and secure passwords.
· Computers and mobile devices must be locked when unattended.
· Files must not be downloaded, copied, or shared via personal devices or email.
· Regular backups and data protection protocols will be maintained by administrative staff.

Storage and Retention of Records
· Resident records are stored in secure, locked, or encrypted systems.
· Records will be retained for the period required by state and federal law (typically seven years after discharge) and then securely destroyed.
· Staff records and documentation are also confidential and will be handled according to organizational retention policies.

Staff Training and Accountability
· All staff will receive confidentiality and documentation training during onboarding and annually thereafter.
· Staff are responsible for understanding and following these policies at all times.
· Supervisors are responsible for reviewing documentation regularly to ensure quality and compliance.
· Breaches of confidentiality or falsification of records will result in disciplinary action, up to and including termination and possible legal consequences.

Ethical and Recovery-Oriented Practice 
Confidentiality supports not only compliance but also the recovery process itself. Residents are more likely to engage, share openly, and heal when they trust that their information will be handled with care and respect.
All staff are expected to demonstrate integrity, professionalism, and compassion in their handling of resident information and documentation.

12. Training & Supervision
Purpose
The strength and integrity of our recovery home depends on the knowledge, professionalism, and compassion of its staff. This policy ensures that all staff receive the training, guidance, and supervision necessary to provide safe, ethical, and effective support to residents. Ongoing learning and supervision help maintain high standards of care, promote staff well-being, and uphold the mission of fostering recovery and personal growth.

Orientation and Initial Training
All new staff members will complete an orientation and initial training period before assuming independent responsibilities.

Orientation includes:
· Overview of the organization’s mission, values, and recovery philosophy.
· Review of all policies and procedures, including confidentiality, boundaries, documentation, and emergency response.
· Training in trauma-informed and recovery-centered practices.
· Overview of residents’ rights and ethical expectations.
· Safety, crisis response, and de-escalation procedures.
· Role-specific duties, reporting structure, and documentation requirements.
Staff must sign an acknowledgment form confirming that they have reviewed and understand the handbook, policies, and required procedures before beginning direct work with residents.

Supervision and Support
Regular supervision is a vital part of ensuring quality care, professional growth, and accountability. Supervision is intended to be supportive, educational, and corrective when necessary.

Supervision may include:
· Individual Supervision: One-on-one meetings between staff and their supervisor or Program Director to review performance, documentation, and resident interactions.
· Group or Team Supervision: Meetings with all staff to discuss program updates, case reviews, and collaborative approaches.
· Peer Consultation: Structured opportunities for staff to share experiences, challenges, and best practices in a confidential, professional setting.
Supervisors provide feedback designed to reinforce effective practices, address concerns, and promote professional development.

Performance Reviews
· Formal performance reviews will be conducted at least annually and may include self-assessment, supervisor feedback, and progress toward professional goals.
· Additional reviews may occur following probationary periods or when performance concerns arise.
· Staff will have the opportunity to provide input and discuss feedback openly during reviews.
· Performance evaluations will be documented and maintained in the employee’s personnel file.

Corrective Action and Coaching
When staff performance, conduct, or documentation does not meet expectations:
· Supervisors may implement a coaching or corrective action plan to support improvement.
· Plans will identify specific concerns, expectations, timelines, and available support or training resources.
· Continued noncompliance or serious violations (e.g., breaches of confidentiality, ethical misconduct) may result in disciplinary action up to termination.
· The goal of supervision and corrective action is to foster learning, accountability, and growth—not punishment.

Professional Boundaries and Ethics
Supervision and training reinforce the importance of professional boundaries and ethical behavior, including:
· Maintaining confidentiality and respect in all resident interactions.
· Avoiding dual relationships or favoritism.
· Upholding consistent, fair treatment of all residents and staff.
· Recognizing personal limits and seeking supervision when challenges arise.
Staff are encouraged to bring ethical questions or boundary concerns to supervision for guidance and discussion.

Documentation of Training and Supervision
· All training sessions, certifications, and supervision meetings will be documented and kept in personnel files.
· Attendance records, evaluation forms, and certificates must be submitted promptly following completion of any external training.
· Supervisors are responsible for maintaining accurate supervision logs and following up on identified training needs.

Leadership Development and Advancement
Staff demonstrating professionalism, initiative, and commitment to recovery principles may be offered opportunities for advanced roles, additional certifications, or leadership development. The organization supports staff who seek to further their education and credentials in the behavioral health, recovery, or human services fields.

Commitment to Learning and Growth
Our recovery home recognizes that staff development is an ongoing process. Through continuous training, reflective supervision, and supportive leadership, we ensure that our team remains compassionate, competent, and aligned with the values of recovery—integrity, respect, accountability, and hope.

13. Crisis Response & Incident Reporting
Purpose
The safety and well-being of residents, staff, and visitors are the highest priorities within our recovery home. All staff members must be prepared to respond calmly and effectively in crisis situations. This policy provides clear guidance for managing emergencies and critical incidents, ensuring consistent and appropriate responses that protect individuals and the recovery environment.

Definition of a Crisis or Incident
A crisis or incident is any event that threatens the safety, health, or stability of residents, staff, or the facility.
Examples include, but are not limited to:
· Medical emergencies (e.g., overdose, injury, loss of consciousness).
· Psychiatric or emotional crises (e.g., suicidal ideation, panic attacks, self-harm threats).
· Violent, aggressive, or disruptive behavior.
· Possession or use of alcohol, drugs, or prohibited substances onsite.
· Fire, natural disaster, or structural hazard.
· Property damage or theft.
· Accidents involving vehicles or visitors.
· Any event requiring law enforcement, medical personnel, or emergency services.

Immediate Response Protocol
When a crisis or incident occurs, staff must respond with calm, clear, and coordinated action:

Ensure Safety:
· Remove residents and staff from immediate danger if necessary.
· Use de-escalation techniques to prevent escalation or harm.
· Do not engage physically unless required for safety and trained to do so.

Call for Help:
· Call 911 immediately if there is any threat to life, safety, or health.
· Notify the House Manager or Program Directors as soon as possible.
· If emergency responders are called, provide clear and accurate information.

Provide First Aid:
· Administer first aid or Naloxone (Narcan) only if trained and it is safe to do so.
· Stay with the individual until professional help arrives.

Preserve the Scene:
· Do not move objects or clean up the area until instructed, if the situation may require investigation.

Support Other Residents:
· Keep uninvolved residents calm, informed, and safely separated from the crisis area.
· Avoid sharing unnecessary details to maintain privacy and confidentiality.

De-Escalation and Crisis Management
Staff are expected to use trauma-informed de-escalation techniques whenever possible:
· Maintain a calm, non-threatening tone and posture.
· Listen actively and validate the person’s emotions without judgment.
· Offer choices and reinforce safety.
· Avoid physical contact unless necessary to prevent harm.
· Seek immediate supervisory assistance if the situation exceeds your training or comfort level.

Notification Chain
After a crisis or critical incident:
1. Notify the House Manager immediately.
2. If the House Manager is unavailable, contact the Program Directors or designated on-call supervisor.
3. In serious or reportable incidents (e.g., overdose, violence, hospitalization, police involvement), the Program Directors must be notified as soon as safely possible, no later than the end of the shift (preferably while LEO’s and/or EMS are still present).
4. Administrative leadership will determine whether external reporting (licensing, regulatory agencies, or insurance) is required.

Incident Reporting Procedure
All incidents, regardless of severity, must be documented on an Incident Report Form within 24 hours of occurrence.

The report must include:
· Date, time, and location of the incident.
· Names of all involved individuals and witnesses.
· Factual, objective description of what occurred.
· Actions taken by staff and the outcome.
· Names of any emergency responders or agencies contacted.
· Signature and date of the reporting staff member.
Reports must be written clearly, professionally, and without speculation or opinion. Completed forms are to be submitted directly to the Program Directors or designated supervisor for review.

Follow-Up and Review
· Supervisors will review all incident reports promptly to ensure completeness and determine if corrective actions or policy updates are needed.
· A debriefing may be scheduled with staff to process the event, identify lessons learned, and provide emotional support.
· Residents involved in or affected by a crisis may receive additional check-ins, safety planning, or referrals to treatment or counseling as needed.
· Incident reports and follow-up documentation will be stored confidentially in accordance with organizational policy and state law.

Mandatory Reporting
Staff are mandated reporters and must immediately report suspected abuse, neglect, or exploitation of a resident to the appropriate authorities, as required by state law.
· Reports should be made to both the Program Director and the appropriate protective services agency.
· Documentation of the report must be maintained confidentially.

Staff Conduct During and After a Crisis
· Maintain professionalism, composure, and compassion at all times.
· Avoid gossip, speculation, or sharing details with other residents or unauthorized staff.
· Participate in required debriefing and training following an incident.
· Reflect on crisis response performance to support continuous improvement and preparedness.

Training and Preparedness
All staff will receive crisis response and incident reporting training upon hire and annually thereafter. Training will include:
· Emergency procedures and evacuation routes.
· De-escalation and trauma-informed intervention.
· CPR, first aid, and overdose response.
· Use of Naloxone (Narcan).
· Completion of incident documentation.
· Communication and coordination protocols.
Regular drills and reviews ensure all staff are confident in responding effectively to emergencies.

Commitment to Safety and Integrity
The way staff handle crises reflects the values of our recovery community; safety, compassion, and accountability. By following this policy, staff protect not only the physical safety of our home but also the emotional trust that sustains recovery. Every crisis is an opportunity to demonstrate calm leadership, professionalism, and care for the people we serve.



Part 3: Policies & Compliance
14. Medication & Health Policy
Residents are responsible for taking their own prescribed medications unless otherwise arranged. All medications must be stored securely. Misuse or sharing of medication is grounds for dismissal. Secure lockboxes are available for individual use.

15. Relapse Response & Re-Entry
If a relapse occurs, the safety of the community is the top priority. Residents may be asked to leave immediately, but supportive referrals to treatment will be offered. In some cases, re-entry into our home will be possible following completion of a treatment program.

16. Visitors, Passes, & Curfew
Purpose
The Visitors, Passes, and Curfew policy is designed to protect the safety, structure, and recovery environment of our home. Recovery requires consistency, accountability, and healthy boundaries. These guidelines help residents balance community involvement and personal freedom with the responsibilities of maintaining sobriety and mutual respect within our home.
Residents are welcome to maintain healthy relationships with family, friends, and recovery supports, provided these interactions align with our home’s mission of safety and sobriety.

General Guidelines
· All visitors must be approved by staff or the House Manager prior to entering the property.
· Visitors must sign in and out and remain in designated common areas at all times.
· Private or closed-door visits are not permitted.
· Visitors may not bring alcohol, drugs, weapons, or any prohibited items onto the property.
· Any visitor suspected of being under the influence will be asked to leave immediately and may lose visitation privileges.
· Residents are responsible for the behavior of their guests while on property.
· Staff may end a visit at any time if it becomes disruptive, unsafe, or contrary to house rules.

Visitation Hours
· Weekdays: 4:00 p.m. – 8:00 p.m.
· Weekends and Holidays: 10:00 a.m. – 9:00 p.m.
· Visits outside these hours require prior approval from Program Directors.

Overnight Guests
· Overnight guests are not permitted under any circumstances to maintain the safety and integrity of our recovery home.

Support Visitors
· Sponsors, counselors, or other recovery support persons may visit with House Manager or Program Directors approval for scheduled recovery-related meetings or mentoring.
· Professional visitors (case managers, parole officers, etc.) should coordinate with House Manager prior to arrival.

Passes and Time Away
Residents may earn or request overnight or out-of-town passes for time away from our home, such as family visits, appointments, or approved recreational activities after 90 days of residency.

Request Process
· Pass requests must be submitted in writing at least 24 hours in advance (or sooner, as determined by staff).
· The request must include:
· Date and time of departure and return.
· Destination and purpose.
· Mode of transportation.
· Contact person or emergency number.
· Approval is at the discretion of the House Manager or Program Director and depends on resident status, behavior, and program engagement.

Eligibility
· Residents must be in good standing (current on fees, compliant with house rules, and actively participating in programming).
· New residents have a waiting period (90 days) before being eligible for off-site passes.
· Overnight passes may be approved for family visits, holidays, or special occasions based on demonstrated responsibility.

Expectations While Away
· Residents are expected to remain substance-free and uphold recovery values while off-site.
· Any missed curfew, concerning behavior, or failure to return as scheduled will result in a review and possible loss of privileges; which could include discharge from our home.
· Random drug and alcohol testing may occur upon return.

Curfew Policy
Curfew helps create stability, safety, and accountability—key components of successful recovery.

Standard Curfew Times
· Sunday–Thursday: 8:00 p.m.
· Friday–Saturday: 9:00 p.m.
Curfews may be adjusted as residents progress through the program, gain employment, or demonstrate ongoing responsibility. Employment-related schedule adjustments must be verified with written documentation from the employer.

Check-In Procedures
· All residents must check in with House Manager and sign the curfew log upon return.
· If a resident anticipates being late due to an emergency or verified work commitment, they must call the House Manager immediately.
· Habitual curfew violations may result in disciplinary action, fines, loss of privileges, and/or review of continued residency.

Accountability and Consequences
· Residents who bring unapproved visitors, miss curfew, or misuse passes may receive a written warning, fines, and/or behavioral contract.
· Repeated or serious violations (e.g., leaving without permission, staying out overnight without approval) may lead to discharge.
· Staff may conduct room or common area checks if policy violations are suspected.
All actions are handled respectfully, with the goal of encouraging responsibility and reinforcing trust.

Recovery and Responsibility
This policy supports residents in developing the skills for communication, time management, and accountability which are essential for long-term recovery and independent living.
Respecting visitation, pass allowances, and curfew policies ensures that everyone in our home can experience safety, structure, and peace as they focus on healing and rebuilding their lives.

17. Confidentiality & HIPAA
Purpose
Confidentiality is a cornerstone of recovery and trust within our home. Residents have a right to privacy regarding their personal information, treatment history, and daily experiences. This policy ensures that all staff and residents understand and uphold confidentiality standards in accordance with federal law, including the Health Insurance Portability and Accountability Act (HIPAA) and 42 CFR Part 2 (Confidentiality of Substance Use Disorder Patient Records).

Commitment to Privacy
Our recovery home is committed to protecting the privacy of every resident. Confidentiality supports safety, dignity, and recovery by creating an environment of mutual respect and trust.
· No information about a resident will be disclosed without written consent, except as required by law.
· Residents’ identities, personal stories, and records are to be treated as strictly confidential by both staff and peers.
· All staff members must sign a Confidentiality Agreement acknowledging their understanding of and commitment to this policy.

Legal Standards
This policy is guided by the following federal and state privacy regulations:
· HIPAA (Health Insurance Portability and Accountability Act of 1996): Protects individuals’ medical and health information.
· 42 CFR Part 2: Provides additional confidentiality protections specifically for substance use disorder treatment and recovery services.
These laws prohibit the disclosure of any information that identifies a person as receiving substance use disorder services without their written consent, except in specific, legally defined circumstances.

Resident Information Covered
Confidential information includes, but is not limited to:
· Name, address, phone number, or identifying details.
· Medical and mental health information.
· Substance use history or treatment records.
· Financial information.
· Details about participation in recovery programming or house activities.
· Observations, behaviors, or personal disclosures made in groups or conversations.
All written, electronic, and verbal information about residents is considered protected.

Permitted Disclosures
Information may only be shared under the following conditions:
· With Written Consent: When a resident signs a valid release of information form specifying what information may be shared, with whom, and for what purpose.
· Medical Emergency: When necessary to address an immediate threat to health or safety.
· Mandatory Reporting: In cases of suspected abuse, neglect, or imminent risk of harm to self or others, staff are legally required to report to appropriate authorities.
· Court Order: When disclosure is ordered by a court with proper jurisdiction.
All other disclosures are prohibited without explicit, written authorization.

Resident Responsibilities
Residents also share responsibility for maintaining a culture of confidentiality:
· What is shared by peers in groups or personal conversations is private and must not be discussed outside our home.
· Sharing another resident’s experiences, struggles, or personal information violates trust and may result in disciplinary action or discharge.
· Social media use must respect the privacy of all residents and staff—no photos, names, or references to others may be posted without consent.

Staff Responsibilities
All staff members must:
· Maintain confidentiality in all verbal, written, and digital communications.
· Store all resident records in locked, secure files or encrypted digital systems.
· Discuss resident information only with authorized personnel and only when necessary for care, safety, or program administration.
· Shred or securely delete confidential materials when no longer needed.
· Refrain from discussing residents in public areas, social settings, or online.
Failure to uphold confidentiality standards is a serious violation and may result in disciplinary action, termination, or legal consequences.

Access to Records
· Residents may request to review their own records in accordance with HIPAA guidelines.
· Staff may not release or copy records without a signed authorization.
· Records are retained and disposed of according to federal and state record-keeping regulations.

Breach of Confidentiality
Any breach—intentional or accidental—must be reported immediately to the Program Directors or House Manager.
· An internal review will be conducted to determine the cause and extent of the breach.
· Corrective actions, retraining, or disciplinary measures will be implemented as necessary.
· Residents whose privacy was affected will be informed in accordance with applicable laws.

Confidentiality in Recovery Meetings and Groups
· What is shared in recovery meetings, groups, or one-on-one sessions is confidential and stays within that setting.
· Staff facilitating groups will remind participants regularly of this expectation.
· Recording, photographing, or sharing group content in any form is prohibited.

Upholding a Culture of Trust
Confidentiality is more than a legal requirement—it is a core value of recovery. Protecting one another’s privacy strengthens community trust, promotes safety, and honors each person’s journey toward healing.
By respecting confidentiality, we affirm every individual’s right to recover with dignity and peace of mind.

18. Mandated Reporting & Legal Compliance
Purpose
This policy ensures that all staff and residents understand their legal and ethical responsibilities to protect the safety and rights of individuals in our recovery home and the broader community. Compliance with mandated reporting laws and all applicable legal standards safeguards residents, maintains program integrity, and upholds public trust.

Mandated Reporting Overview
Certain members of staff are designated as mandated reporters under state and federal law. Mandated reporters are legally required to report any suspected abuse, neglect, exploitation, or imminent risk of harm to appropriate authorities. This includes protecting vulnerable adults, children, and any individual whose welfare may be endangered. Failure to report suspected abuse or neglect can result in legal penalties for the individual and the organization.

Types of Situations That Require Reporting
Mandated reporting obligations include, but are not limited to, the following:
· Child abuse or neglect (physical, emotional, or sexual).
· Abuse, neglect, or exploitation of vulnerable or disabled adults.
· Domestic violence or threats of serious physical harm.
· Imminent risk of self-harm or suicide.
· Imminent threat to harm others.
· Criminal activity, including possession or distribution of illegal substances onsite.
· Serious safety concerns that endanger the resident community.
If a staff member is uncertain whether a situation qualifies for reporting, they must immediately consult a Program Director for guidance and documentation. It is always better to err on the side of reporting when safety is at risk.

Reporting Procedure
When a mandated reporting situation arises, the following steps must be taken:

Ensure Immediate Safety:
· If someone is in immediate danger, call 911 or local emergency services first.
· Remove the person from harm’s way if possible and safe to do so.

Notify Leadership:
· Inform the House Manager or Program Directors as soon as possible.
· Provide factual details only—avoid speculation or assumptions.

File a Report:
· Contact the appropriate reporting agency based on the nature of the incident:
· Child abuse or neglect: Report to the state’s child protective services hotline.
· Adult or elder abuse: Report to adult protective services or law enforcement.
· Threats of harm: Contact law enforcement or a mental health crisis line.
· Include the resident’s name, contact information, relevant details, and the nature of the concern.

Document the Incident:
· Complete an Incident Report immediately following the event.
· Include who was notified, time and date of the report, and any follow-up actions.
· Submit the completed report to the Program Director for review and secure filing.

Confidentiality:
· Reports must be made confidentially. Do not discuss the situation with other residents or unauthorized personnel.

Staff Legal Obligations
All staff must:
· Understand and comply with federal, state, and local reporting requirements.
· Participate in annual mandated reporter and legal compliance training.
· Cooperate fully with any investigations conducted by law enforcement or protective services.
· Never attempt to handle abuse or safety concerns internally when legal reporting is required.
Staff who knowingly fail to report a qualifying situation may face disciplinary action, including termination, and may be subject to criminal or civil penalties.

Legal Compliance Standards
In addition to mandated reporting, all staff and residents are expected to follow all applicable laws and regulations, including:
· Federal and state laws related to substance use disorder treatment and recovery residences.
· HIPAA and 42 CFR Part 2 regarding confidentiality and protected health information.
· Fair housing and anti-discrimination laws, ensuring equal treatment and access.
· Workplace safety standards and building code requirements.
· Drug-free and weapon-free environment policies.
Compliance ensures our home operates safely, ethically, and in alignment with its mission of recovery and accountability.

Resident Expectations
Residents also share responsibility for maintaining a lawful and safe environment:
· Residents must not engage in illegal activity or allow others to do so on the property.
· Any knowledge of abuse, neglect, or safety risks should be reported to staff immediately.
· Residents are expected to cooperate respectfully with law enforcement, medical, or social service personnel when required.
Reporting concerns in good faith will never result in retaliation. Our home maintains a zero-tolerance policy for intimidation or harassment of anyone who makes a report.

Program Director Responsibilities
The Program Director is responsible for:
· Ensuring all staff receive mandated reporter and compliance training.
· Maintaining accurate and secure records of all reports.
· Following up with relevant agencies to confirm the report was properly filed.
· Reviewing all incidents for potential policy or safety improvements.

Commitment to Ethical Practice
Our recovery home operates with integrity, transparency, and accountability. Every staff member and resident plays a role in upholding these values by complying with legal requirements and prioritizing safety above all else. Mandated reporting is not only a legal duty, it is an act of compassion and protection. By responding responsibly to signs of harm or risk, we help preserve the safety, dignity, and well-being of every person in our care.



Part 4: Forms & Acknowledgments
19. Consent Forms & Acknowledgement of Understanding
Purpose
The Consent Form is designed to ensure that residents understand and agree to the policies, procedures, and practices of our recovery home. Consent establishes mutual understanding and protects the rights of both residents and the program, including participation in recovery activities, use of personal information, and compliance with legal and safety requirements.

Areas Covered by Consent
By signing the Consent Form, residents acknowledge and agree to the following:

Program Participation
· Commitment to actively participate in recovery programming, including house meetings, group sessions, and life skills workshops.
· Adherence to sobriety expectations, including abstinence from alcohol and illicit substances on and off the property.
· Compliance with curfews, pass policies, and house rules.

Health and Safety
· Understanding that staff may respond to medical or mental health emergencies as needed.
· Permission to contact emergency medical services or law enforcement when safety is at risk.
· Acknowledgment that our home is not responsible for personal property loss or damage.

Confidentiality and Information Sharing
· Understanding that staff will maintain confidentiality in accordance with HIPAA and 42 CFR Part 2, except as required by law or safety concerns.
· Permission for staff to share information with approved healthcare providers, treatment partners, or legal authorities when necessary for safety, care, or legal compliance.

Behavioral and Disciplinary Policies
· Agreement to follow house rules, staff instructions, and community expectations.
· Understanding that violations may result in disciplinary action, loss of privileges, or discharge from the program.

Fines and Fees
· Late Rent Fee $10.00.
· Late Curfew Fee $20.00 1st offense; $5.00 each offense thereafter within the week.
· Creating a Fire, Safety, or Security Hazard $50.00.
· Providing False Information (to anyone or any form) $15.00.

Blackout Period
· All new residents will successfully complete a 14-day blackout period where no phones, visits, internet, or social media will be allowed.
· Days 15-30 residents will be allowed phone privileges on a limited, pre-approved basis.
· Day 31 and after all residents will be granted phone, internet, and social media privileges.

Photography and Media
· Consent or non-consent regarding photographs, video, or other media for internal program purposes only (e.g., identification, training) or for promotional purposes, if applicable.

Legal Compliance
· Understanding of residents’ rights and responsibilities under mandated reporting laws.
· Agreement to comply with all applicable local, state, and federal laws while living in our home.

Voluntary Participation
· Signing the Consent Form is voluntary, but participation in program services requires acknowledgment of these policies.
· Residents have the right to ask questions, seek clarification, or request additional explanation of any section of the Consent Form prior to signing.

Revocation of Consent
· Residents may request to revoke or modify specific consents in writing at any time.
· Certain consents (e.g., emergency medical intervention or mandated reporting) cannot be revoked due to legal requirements.
· Staff will review any modifications with the resident and document changes appropriately.

Documentation
· Signed Consent Forms are stored in each resident’s confidential file.
· Staff are responsible for ensuring forms are complete, accurate, and securely stored.
· Copies are available to residents upon request.

Resident Understanding
By signing the Consent Form, residents confirm that:
· They have read, understood, and had the opportunity to ask questions about program policies.
· They voluntarily agree to participate in the recovery program under the conditions outlined.
· They acknowledge that failure to comply with policies may affect their continued residency.

Staff Responsibilities
Staff must:
· Review the Consent Form with residents during intake and explain each section clearly.
· Answer questions and ensure residents fully understand their rights, responsibilities, and program expectations.
· Obtain signatures from the resident and staff witness.
· Keep signed forms securely stored in compliance with confidentiality policies.

Commitment to Transparency and Respect
The Consent Form reflects the program’s commitment to clear communication, mutual respect, and safety. It ensures that residents enter our home fully informed and supported in their recovery journey.

20. Release of Information Form

Resident Handbook Acknowledgment Form

I have received, read, and understand our Recovery Home Policy Handbook. I agree to abide by the policies and procedures outlined within.

Resident Name: 							

Signature: 								

Date: 					
OR
Staff Name: 								

Signature: 								

Date: 					
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