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1. BACKGROUND 1.1. Purpose This Handbook and Code of Conduct (“Handbook”) is intended to be a written set of policies and guidelines for the safe and effective functioning of The Pueblo Rescue Mission , a temporary transitional shelter  for the homeless community of Pueblo, Colorado. The Pueblo Rescue Mission is a drug and alcohol-free community. The Pueblo Rescue Mission is intended to provide a safe and stable place for homeless individuals to live while they actively seek permanent housing or those who want only safe, shelter with no obligation to participate in programming. 

The Pueblo Rescue Mission Step Back In program: This program maintains residents who consist of people who are either working or disabled and who have a source of income. The Pueblo Rescue Mission residents are enrolled and sustained in the program based on their ability to succeed in a community shelter living setting. The shelter program is titled, the “Step Back In” program that enables residents to work on issues that have led to their homelessness. The program will provide an environment that enables them to “step back into” their lives and remove barriers and strengthen the resident as they move towards stable housing. Budgeting and financial education will be a requirement of every resident. Residents will also engage in assigned chores, community responsibilities, mental health programming, substance use recovery support and socialization programming. The program also offers groups that address physical wellbeing, supportive employment and spiritual programming for those who desire faith-based supports. This program approaches each client uniquely and each client is placed into one of three phases depending on circumstances and individual needs. This program supports and encourages civic responsibility to help residents model and see positive community engagement modeled for them. This Handbook includes a detailed set of general policies for residents, a code of conduct, and a description of services that The Pueblo Rescue Mission provides to residents. The policies and guidelines in this Handbook are reviewed regularly by The Pueblo Rescue Mission and are amended as necessary based on input from the residents, the community, the board of directors and the Executive Director.

The Pueblo Rescue Mission Emergency Services Program: These clients are adult individuals desirous of resources that are independent of a structured program. Emergency services clients always maintain open access to resources such as overnight first come first serve shelter, food, clothing, hygiene and case management resources. 

1.2.About PUEBLO RESCUE MISSION (PRM) is a 501(c)(3) non-profit organization working together to offer an emergency shelter community program  for the homeless in Pueblo County. PRM supports the model of stabilizing unsheltered citizens and helping homeless people secure housing in the Pueblo community and providing low barrier shelter to Pueblo’s homeless population. The goal is for each person to have safe shelter within our programs.
2. PUEBLO RESCUE MISSION 2.1.Site Location is 728 w. 4TH Street, Pueblo, Colorado 81003. The property is owned by the Pueblo Rescue Mission. The site is accessible from a main open entrance on the west side of the building.
2.2.Project Description: Pueblo Rescue Mission consists of 95 shelter beds/bunks in a dormitory style setting. There is one Men’s Dormitory containing 60 beds and a Women’s Dormitory containing 35 beds. At full capacity, the two dorms house 95 total. Overflow shelter will provide additional sleeping accommodations for 17 additional men and 12 additional women. 
3. STEP BACK IN PROGRAM GENERAL POLICIES: The General Policies included in this section and Code of Conduct in Section 4 apply to all residents of Pueblo Rescue Mission. Visitors and staff members are also expected to follow these General Policies and Code of Conduct, as applicable. The rules apply equally to all individuals. If a resident finds that another resident has broken a rule but has not been appropriately disciplined, they should notify Pueblo Rescue Mission staff or file a formal written complaint on a Resident Incident Reporting Form. If a resident has a complaint about a staff member, they can report it to any other staff member with whom they feel comfortable reporting it to or to the Executive Director or Shelter Operations Manager. If a resident violates one of the rules in the General Policies or in the Code of Conduct, they will be disciplined accordingly. Violation of certain rules are grounds for immediate removal from the site, while violation of other rules will result in probation for the first offense with a second violation resulting in immediate removal from the site. Depending on the context and severity of the incident, The Pueblo Rescue Mission may use its discretion to determine appropriate disciplinary action and apply that discretion on a case-by-case basis. If a resident is asked to leave the Step Back In program, they must remove all their belongings within 24-hours. If they do not claim their belongings within that timeframe, The Pueblo Rescue Mission will make an effort to store their belongings for a period of time, but the Pueblo Rescue Mission does not guarantee such storage and is not obligated to do so after 24- hours. 
3.1.Participation and Self-Management: The Pueblo Rescue Mission determines the policies and code of conduct for the site, and only The Pueblo Rescue Mission can authorize changes to the policies and code of conduct. The Pueblo Rescue Mission also determines who will participate in the program and also who has authority to remove or exit individuals from the program. The Pueblo Rescue Mission residents do not have that authority. The Pueblo Rescue Mission will not exclude the Pueblo Police Department, emergency personnel, case managers, health care providers, or social workers from the site. If residents have an issue with a specific individual entering the site, then the Resident Advocate (RA) should notify The Pueblo Rescue Mission so that we can resolve the issue. Residents are required to participate in promoting safety and maintaining the grounds and facility for cleanliness purposes at The Pueblo Rescue Mission for the benefit of all residents and the overall shelter community. The Pueblo Rescue Mission operates as a community where all residents have a mutually vested interest in the success, safety and overall well-being of the residents and shelter. Residents will participate in quarterly elections of a Resident Advocate (RA) and the RA will attend monthly staff meetings within The Pueblo Rescue Mission. Residents are also required to participate in regular shifts at the reception desk, security support, accepting donations, kitchen and meals supports, grounds/garbage assignments, and janitorial maintenance. Residents are required to stay overnight nightly with no gaps in overnight stays. This requirement is intended to prevent individuals from using The Pueblo Rescue Mission as a place to store belongings and consistent attendance will promote participation in all aspects of programming at The Pueblo Rescue Mission. Excluding a mandatory exit for serious policy violations to include a “trespass”,  a resident can always opt for emergency services shelter if the program is no longer of interest to the resident. If a resident works overnight shifts, their curfew will be altered to meet their needs. If a resident has a medical condition that requires them to be away for more than 1 night, they must notify The Pueblo Rescue Mission and return to the shelter with supporting paperwork from their treating provider. Except in the case of a medical emergency in which immediate notification is not possible. Ultimately, paperwork supporting the medical absence from the Pueblo Rescue Mission will still be required.  Residents are encouraged to communicate feedback, suggestions, and complaints to the Resident Advocate (RA), Executive Director or Operations Manager for The Pueblo Rescue Mission.  
3.2.Identifying Eligible Residents Initial residents will include residents relocating from within the community identified but not limited to as “Outreach”, tent encampments, referrals from local social service agencies, hospitals, DOC, and addiction and recovery programs.  Any additional residents will be chosen by The Pueblo Rescue Mission based on direct knowledge of individuals and their ability to succeed in its program. The Pueblo Rescue Mission will coordinate with local agencies, not limited to Outreach organizations, Crossroads, Health Solutions, local Pueblo Police Department, churches, JBBS, and the Department of Corrections to get recommendations on suitable applicants. The Pueblo Rescue Mission is a drug and alcohol-free shelter. The Step Back In program is intended for homeless individuals seeking shelter who are actively working to improve their situation, stabilize mental health or addiction issues and who need a safe temporary place to live while seeking permanent housing. The Pueblo Rescue Mission residents also consist of people who are either working or disabled and who have a source of income or are working to obtain a governmental source of income. The Pueblo Rescue Mission residents are also selected based on their ability to succeed in a residential community setting. Individuals with a known history of violence or unsafe behavior are not eligible. If a resident moves out or finds other accommodations, The Pueblo Rescue Mission offers ongoing supports as needed through its case management office. 
3.3. Intake Process. Individuals who would like to be a resident of the Pueblo Rescue Mission program must complete the Intake agreement.  Intakes for this program are completed Monday through Friday from 9am until 4pm, with case management staff. Intakes are not completed in the evenings nor on weekends. A client desiring to enter the program after hours will be offered emergency shelter until the following open available day an intake can occur. Once intake is completed, the Pueblo Rescue Mission will assist the new resident in completing the Vulnerability Index – Service Prioritization and Decision Assessment Tool (VI SPDAT). The Pueblo Rescue Mission is a coordinated access point for anyone experiencing homelessness and residency need not be a requirement for completing the VI SPDAT. Government issued valid photo ID is requested but not required and is scanned and kept on file. If no ID is available at the time of the intake, when the applicant is assigned a bed, they will be signed-up for case management services to meet with case management to obtain an ID. The Resident will submit name, social security number and date of birth within their intake paperwork as is required by HUD’s HMIS housing databank software program. The Pueblo Rescue Mission does not conduct background checks and is open and accessible to individuals with sex offense histories and all other criminal histories. The program is open to individuals on probation and parole. 
3.4.Single Occupancy: Residents are assigned a single bed upon move-in.   Residents will be introduced to the Resident Advocate and case manager as soon as possible after becoming a resident of The Pueblo Rescue Mission. Residents will periodically meet with their case manager to work on addressing their specific needs (housing, social services, health care, etc.). Residents will arrange to meet with their case manager at a mutually agreed upon time and frequency. Residents are expected to be present for their scheduled appointments with their case manager.  Refusal to engage in case management is grounds for removal from the program. The purpose of The Pueblo Rescue Mission is to provide residents with  basic necessities such as food, shelter, clothing and hygiene so that they can focus on working to improve their circumstances and eventually move into permanent housing. Therefore, if a resident misses 2 appointments with their case manager, they will receive a written warning and then after a fourth infraction the resident may be grounds for removal from the program. Residents are required to engage in financial education, budgeting and appropriate financial transparency and accountability in the program. Residents are required to participate in programming that is tailored to their programming needs when they engage with case management for their first meeting to develop a program plan. Pueblo Rescue Mission provides under bed storage crating for two (2) bags per resident and each resident is assigned a locker to store valuables and personal items.  
3.4.1  Move-out Policy: Residents are allowed and encouraged to move out at any time upon finding independent housing. Residents should notify The Pueblo Rescue Mission as soon as possible of moving plans so arrangements can be made to exit the resident in a supportive manner. Residents are required to remove all their personal belongings upon move-out and return any shelter owned property at time of exit.
3.5. Damages: Any significant damage done by residents to the shelter may be charged to the resident. Residents are not held responsible for ordinary wear and tear of shelter property. 3.5.1 Inspection of Shelter living quarters:  If the Pueblo Rescue Mission receives verbal or written complaints regarding a resident, The Pueblo Rescue Mission staff will enter the premises to inspect the living area. If the complaint is credible and serious (i.e. fire hazard, unsanitary conditions, theft, or possession of drugs, alcohol, or weapons), an inspection may be conducted immediately whether the resident is present on site or not. If evidence is found during the inspection (i.e. candles, human waste, stolen items, irons, drugs, alcohol, or weapons), this can be grounds for removal from the program. Less Serious Complaints If the complaint is less serious (i.e. food storage, etc.), the resident will be given a written infraction notice.  After the first written infraction, for the same problem, the resident may be asked to leave (at the discretion of The Pueblo Rescue Mission).  Residents are not allowed to handle or modify the electrical equipment in any way. This includes the spider boxes, extension cords, and power strips. If changes need to be made to the arrangement of electrical equipment/wires, or outlets, residents must notify The Pueblo Rescue Mission staff promptly. If a resident handles or modifies electrical equipment, they will receive a written resident infraction. A second violation of the same infraction may result in the resident being asked to leave or reverted to Emergency Shelter Program. 

[bookmark: _Hlk148012056]4. CODE OF CONDUCT 4.1. Violence/Abuse/Discrimination Violence, physical abuse, verbal abuse, threats, intimidation, and intentional damage to others’ property are not tolerated, and are grounds for immediate removal from The Pueblo Rescue Mission. Prejudiced, racist, sexist, degrading, or discriminatory remarks are not tolerated. Harassment of any kind is not tolerated. Bullying is not tolerated. Masturbation in a community space, and inappropriate overt sexual behaviors are prohibited on property. Residents spreading rumors about other residents is not tolerated. These are all grounds for removal. Depending on the severity of the incident and at The Pueblo Rescue Mission’s discretion, we may ask the resident to leave immediately, or issue a written resident infraction or even provide a verbal warning depending on the infraction. Any concerns of misconduct must be reported to the Resident Advocate and/or the Operations Director or the Executive Director, immediately. Any illegal activity must be reported to law enforcement. 4.2.Weapons Policy: Firearms and knives are strictly prohibited from the site; Possession of above said items can be grounds for immediate removal and intervention by law enforcement for removal. Items deemed as weapons (other than those that are prohibited) will be stored in a safe location at the front desk. Use of any item as a weapon to injure, threaten, or harass others is not tolerated and is grounds for immediate removal and intervention by law enforcement for removal. 4.3.Quiet Hours. Residents are expected to behave respectfully and cooperatively and consider the impact of their behavior on the rest of the community. Quiet hours on in the dorm are from 10:00 pm to 6:00 am seven days a week. During quiet hours, residents are expected to minimize noise so that it cannot be heard outside of their living area or in the day hall and does not disturb their neighbors. Any time a resident reasonably requests another resident to lower their volume, the neighboring resident is expected to respectfully do so. Residents are asked to bring any recurring complaints to discussion at meetings to find peaceful conflict resolution. Use of cell phones in the dorms is permitted as long as headphones are utilized and the phone use is not disruptive to other residents in the dorm. Residents must be checked in at 10:00 PM nightly per curfew policy. Outside smoking hours for residents may be extended at the discretion of staff. 4.4.Cleanliness: Residents must maintain cleanliness of their living space (inside and outside their unit). As well as common areas. Residents are expected to minimize offensive odors and scents that may disturb their neighbors. Daily showering is required for all residents.  Laundry must be washed weekly. At any time a resident or Resident Advocate reasonably requests another resident to address hygiene issues, that request will be explored and acted upon when necessary and the resident is expected to respectfully comply. Residents are asked to bring any recurring complaints to discussion at resident meetings and to their Resident Advocate to find peaceful conflict resolution. Hanging sheets, towels or items that obscure visual to the resident in the bunk are prohibited. No blanket forts are permitted.  
4.5. Substance Use: The Pueblo Rescue Mission is a drug and alcohol-free shelter community. Residents are not allowed to possess or consume alcohol or illegal drugs on the site. Furthermore, residents are not allowed to be present on site while under the influence of drugs or alcohol. However, prescription medications including cannabis are permitted but marijuana must be stored at the reception desk and cannot enter the dormitory area and cannot be used on Mission property. All smoking of cigarettes must be done outside. Marijuana smoking must be done offsite of The Pueblo Rescue Mission property. Additionally, a case worker may determine that a legal substance is harmful and limit use for that resident.  If a resident appears to be under the influence of drugs or alcohol while on-site (based on their behavior, smell of alcohol, etc.), they will be asked to take either a drug test or breathalyzer test (as appropriate). If the resident refuses to take the test, this is grounds for reversion to emergency services shelter or exit from the program. If the resident takes the drug/breathalyzer test and fails, and acknowledges drug use for purpose of seeking supports, they will be placed on a behavioral plan and will meet with support staff to determine best practices for providing additional relapse tools for the resident so they can be successful in the program. The client after relapse will remain on a resident probationary status for 30 days and be subject to random drug/breathalyzer testing. If a second incident occurs within the probationary period, this can be grounds for removal from the program or referral to appropriate treatment. Every effort will be extended to support a resident struggling with sobriety and/or mental instability. Behaviors that may warrant a drug/alcohol test may include: erratic behavior, mood swings, increase in mental instability, anger management issues, etc. A resident’s intake health record may be used to determine reported health conditions that may account for unusual behavior unrelated to substance abuse. The Pueblo Rescue Mission will consult with local professional outreach team(s) to coordinate direct residents to services related to any mental or physical health needs that become apparent while residing at The Pueblo Rescue Mission. Unresolved and reoccurring concerns will be evaluated by The Pueblo Rescue Mission staff. Residents in rehabilitation are required to work closely with their case manager and engage in specific programming to meet their needs.
5. SERVICES 5.1. Food: The shelter kitchen is open daily for meal prep and serving of dinner meals, 7 days a week. Residents may assist in the preparation of meals and all residents will be solely responsible for properly storing and disposing of their meals and helping to maintain a clean kitchen and dining area. Residents who wish to prepare meals with pre-planning assisted by the staff are welcome to do so with advance notice/request. Residents will be assigned a” snack box” labeled by bunk number and they can store non-perishable items for personal use in those boxes. The Pueblo Rescue Mission provides dinner meals 7 nights a week, and lunches are provided along with dinners on Saturday and Sunday. Residents are also encouraged to eat at the local Soup Kitchen. Employed residents can sign up for “worker lunches” and receive a lunch box when they leave for work. Residents are expected to access the local Soup Kitchen for breakfast and lunch Monday through Friday as are emergency services clients. The Pueblo Rescue Mission will provide daily coffee, condiments, when in supply, some simple breakfast items such as bread, muffins and cereal may be available but is not a guarantee. If other volunteers or businesses would like to provide food donations, all public health regulations on food handling and storage will be followed. 5.2. Supplies: Supplies such as hygiene products, blankets, clothing, and other donated items are available and distributed by The Pueblo Rescue Mission, or the Resident Advocate. 5.3. Transportation: Residents are expected to access MedRide and the bus for transportation. The Pueblo Rescue Mission does not provide bus passes. In special circumstances, the Pueblo Rescue Mission can transport residents to necessary appointments to assist them with obtaining resources, supports or medical treatment when needed. 5.4. Support Services: The Pueblo Rescue Mission will provide case management for residents to meet individual needs such computer use for job searching, housing searches, applications, banking support, acquiring government issued ID, mental health and addiction supports and resources. The Pueblo Rescue Mission will regularly coordinate with other service providers and providers of shelters for homeless persons within the County and will inquire about the availability of existing resources with these providers. It is recommended that any chronic health and/or mental health conditions be assessed prior to residency.  Case managers will identify which support services are needed (if any) at time of pre-intake/intake. Examples of support services may include:  Eligibility for residency, Job training accessibility, Mental health assessment,  Counseling for drug/alcohol recovery, DSHS follow-ups and reviews, supportive employment, resolution of legal entanglements, specific group programming, financial empowerment, faith based supports, SSDI/Disability attorney resources.  The Pueblo Rescue Mission may provide additional services to the residents of The Pueblo Rescue Mission as they become available. Any mild health conditions that progress negatively must be addressed immediately. Residency in the Pueblo Rescue Mission program is always subject to re-evaluation. Working towards complete sobriety and stable mental health are mandatory for sustaining residency at The Pueblo Rescue Mission to ensure safe conditions for all residents and staff. 5.5. Security Services: The site is monitored by 24/7 video surveillance. 720P HD security cameras are placed around the perimeter of the property to monitor all activity occurring on and surrounding the perimeter of the site and in community areas inside to include the day halls, and reception areas.  Camera use on the site is necessary to protect the rights of all residents as well as neighbors in the area from any potential problems or unlawful activity.  Site location is monitored remotely by The Pueblo Rescue Mission through a software application on the phone and/or PC to ensure stability at the site.  Security cameras are not installed inside the dormitories or bathrooms; this measure is to preserve the privacy and rights of the site residents. 5.6. Health Policy and Waste Management: Every resident must practice responsible self-care and proper waste disposal to avoid cross contamination, illness, and/or the spread of disease. Residents who communicate the presence or possible presence of a communicable infectious disease will be required to present a medical release from their PCP in order to be able to continue to shelter in the residential dormitory. The Mission will make all efforts to provide onsite or offsite quarantine space, but this is not a guarantee and is available only on an availability basis. This is to ensure that the shelter environment remains safe, sanitary and germ/bacteria free for all clients in the congregate space. Residents are expected to adhere to all state laws and county health regulations. Every resident must practice responsible self-care and proper waste disposal to avoid cross contamination, illness, and/or disease. A dumpster, recycling bin, food waste bin, and trash cans are provided on the site for use by residents. Residents are responsible for disposal of their trash and/or recycling and maintaining a clean and orderly environment on the premises and surrounding areas. Every resident is responsible for trash detail, recycling, and waste management. Shelter linens and shelter property laundry items will be sent out weekly for washing and sanitization. Residents are responsible and required to do personal laundry to include personal linens once a week. Residents are provided a clean bed roll weekly, on laundry day.
6. NEW RESIDENT MOVE-IN PROCEDURES The following describes the move-in process for new residents: 1. New residents are greeted with a warm welcome and treated with respect. 2. General policies and code of conduct are explained to all new residents in the intake meeting 3. Pueblo Rescue Mission has new residents sign the Intake application, Resident Agreement, consent to search form, Medical History questionnaire, ROI’s for medical and behavioral health and HMIS. 4. Within 48 hours, The Pueblo Rescue Mission will have the resident complete the VI-SPADT and do a Confidential Intake with Case management.  This intake contains emergency contact information, documents physical and mental health status, health insurance, medications, allergies, etc.). 5. An existing resident or Pueblo Rescue Mission staff will give the new resident a tour of the shelter. 6. New residents are assigned their designated bunk/bed and shown to their bunk/bed. The Pueblo Rescue Mission will provide the new resident with any supplies needed for initial move-in to include linens, pillows, hygiene and clothing. Outside linens are not permitted A bunk number is located on each bunk and locker and snack box for ease of identification. A dorm roster is maintained by The Pueblo Rescue Mission . 7. The Pueblo Rescue Mission updates rosters daily. The Pueblo Rescue Mission will maintain the following forms and documents for each resident:  Resident Agreement, ROIs for HMIS and Medical/Behavioral healthcare, Medical Allergy forms, Income verification/award letters, consent to search, and copies of proof of vehicle registrations and vehicle insurance. Copy of issued identification card – or – Form for ID is filled out and signed, prescription medication lists, emergency contact form, legal history form, mental health form, and a signed financial accountability form.
7. GROUNDS FOR REMOVAL: Grounds for removal are described in detail in Section 3 (General Policies) and Section 4 (Code of Conduct). The following summarizes the main violations that result in grounds for removal. Theft of any kind is not tolerated. Proof of theft is grounds for removal. Violence, physical abuse, verbal abuse, threats, intimidation, intentional damage of property, harassment, or bullying of any kind is not tolerated and are grounds for removal. Prejudiced, racist, sexist, degrading, or discriminatory remarks are not tolerated and are grounds for removal. Visible masturbation or overt sexual behaviors in the residential community are grounds for removal from the program. Physical evidence of suspected substance abuse requires a drug test or breathalyzer test. If the resident fails the test, they will be placed on immediate probation and receive a behavioral plan. Refusal to take the test upon request is grounds for removal. Possession or consumption of illegal drugs or alcohol on the site results in immediate removal from the site. No exception. Firearms on the premises is cause for immediate intervention of law enforcement and removal from the site. No exception. Any activity resembling the above that adversely affects the site and/or residents results in immediate review and potential grounds for removal. Conditions resulting in removal from the site may involve a police or medical escort if necessary. Respectful behavior and interaction with residents and neighboring residents are expected at all times. Willful unemployment and an inability to maintain stable employment can be considered grounds for dismissal. Refusal to engage in all aspects of the Step Back In Program can be grounds for dismissal. Excessive write ups, verbal threats and disrespectful behavior can be considered grounds for dismissal. Residents are encouraged to report any concerns to The Pueblo Rescue Mission staff or the Resident Advocate, or in writing via a resident Compliant Form available in the main day hall so that appropriate action can be taken to reach a resolution. The Pueblo Rescue Mission will consider the policies outlined in this handbook along with input from the residents. An evaluation of the resident’s specific past behaviors and contribution to the shelter program to determine whether removal is appropriate or necessary. Re-enrollment in the program is always possible and determined on a case by case basis. 
[bookmark: _Hlk147767577]1. EMERGENCY SHELTER PROGRAM GENERAL POLICIES: The General Policies included in this section and Code of Conduct in Section 6 apply to all emergency shelter clients of the Pueblo Rescue Mission. Visitors and staff members are also expected to follow these General Policies and Code of Conduct, as applicable. The rules apply equally to all individuals. If an emergency services client has a complaint about a staff member, they can report it to any other staff member with whom they feel comfortable reporting it to or to the Executive Director or Shelter Operations Manager. If an emergency services shelter client violates one of the rules in the General Policies or in the Code of Conduct, they will be disciplined accordingly. Violation of certain rules are grounds for immediate removal from the site, and/or a temporary or permanent ban while violation of other rules will result in verbal warning with a second violation resulting in immediate removal from the site and other violations may include a “trespass” being issued by the Pueblo Police Department if warranted. Depending on the context and severity of the incident, The Pueblo Rescue Mission may use its discretion to determine appropriate disciplinary action and apply that discretion on a case-by-case basis to provide emergency shelter clients every opportunity to redeem negative behavior to prevent them from losing shelter services. If a client is exited they must remove all their belongings at time of exit.
2.Participation and Self-Management: The Pueblo Rescue Mission determines the policies and code of conduct for the site, and only The Pueblo Rescue Mission can authorize changes to the policies and code of conduct..  Emergency services clients are encouraged to communicate feedback, suggestions, and complaints to the staff, or Executive Director via the shelter client complaint form found posted in the main dayhall. 
3.Identifying Eligible Residents Emergency services clients will include clients relocating from within and outside the community identified but not limited to as “Outreach”, tent encampments, referrals from local social service agencies, law enforcement, hospitals, DOC, Step Back In program residents, and addiction and recovery programs.  Emergency service clients can still access case management services as needed even if they decline to enter the stabilization program. Clients eligible for the Step Back In program may enter the shelter through Emergency Shelter services for a minimal period of time, depending on staffing capacity.
3.1 Intake Process. Individuals who would like to be an emergency services shelter client must complete an emergency intake upon entrance. Entrance is on a first come first serve basis and always subject to staffing capacity. Each client is permitted entrance with two small bags. No outside linens are permitted into the shelter. Once intake paperwork is completed, and the client has been searched and surrendered any and all contraband, all emergency services clients must remain inside the shelter until at least 6 AM and all clients will exit at 7 AM the next morning with exceptions being inclement weather and exit time will be determined by the shelter operations director. Pueblo Rescue Mission will provide the client with available bedding, bunk, cot or mattress depending on the availability of all bedding materials. Government issued valid photo ID is requested but not required and is scanned and kept on file. Shelter is never dependent upon ID. The intake paperwork will request various data points to include name, social security number and date of birth as is required by HUD’s HMIS housing databank software program. The Pueblo Rescue Mission does not conduct background checks and is open and accessible to individuals with sex offense histories or other criminal backgrounds. 
4.  Morning Exit: Emergency service clients begin the morning exit process at 6:30 AM and final exit is 7:00 AM. Later exit during inclement weather may occur due to freezing temperatures. Clients are encouraged to access the local soup kitchen upon exit to obtain coffee, breakfast and lunch. Clients are required to remove all their personal belongings upon exit at time of exit. The Pueblo Rescue Mission is not liable for any personal property left onsite, nor for theft of any personal items on property.
5. Damages: Any significant or malicious damage done by clients to the shelter may result in immediate exit from the emergency services shelter program for a specific period of time or a possible permanent ban may be issued, at the discretion of staff and/or management.  Clients are not held responsible for ordinary wear and tear of shelter property. 
6. CODE OF CONDUCT 6.1. Violence/Abuse/Discrimination Violence, physical abuse, verbal abuse, threats, intimidation, assault, and intentional damage to others’ property are not tolerated, and are grounds for immediate removal from the emergency services shelter.  Prejudiced, racist, sexist, degrading, or discriminatory remarks are not tolerated. Harassment of any kind is not tolerated. Bullying is not tolerated. Masturbation in public or in the shelter sleeping space is not tolerated. Nudity is not tolerated. Spitting, urinating or defecating on staff or in Pueblo Rescue Mission communal areas is not tolerated. These are all grounds for removal from property. Depending on the severity of the incident and at The Pueblo Rescue Mission’s discretion, we may ask the client to leave immediately and/or place them on a ban list and further entry will be denied. Any concerns of misconduct must be reported to staff and/or the Operations Director or Executive Director, immediately. Any illegal activity must be reported to law enforcement. 
6.2.Weapons Policy: Firearms and knives are strictly prohibited from the site; Possession of above said items can be grounds for immediate removal and intervention by law enforcement for removal. Items deemed as weapons (other than those that are prohibited) will be stored in a safe location until the client exits the next morning. Use of any item as a weapon to injure, threaten, or harass others is not tolerated and is grounds for immediate removal and intervention by law enforcement for removal. 6.3.Quiet Hours. Emergency shelter clients are expected to behave respectfully and cooperatively and consider the impact of their behavior on the rest of the shelter. Quiet hours on the site are from 10:00 pm to 6:00 am seven days a week. During quiet hours, clients are expected to minimize noise so that it cannot be heard outside of their sleeping area or in the day hall and does not disturb their neighbors. Any time a staff member reasonably requests a client to lower their volume, the client is expected to respectfully do so. Use of cell phones in the sleeping area after 10:00 PM is prohibited. Clients may read a book or stay awake at their own choosing. Non-disruptive behavior is the standard for the quiet hours. The Pueblo Rescue Mission will not be liable for lost or stolen cell phones, charging cords, tablets or other electronic devices. Emergency shelter clients must be checked in to emergency services shelter by 2:00 AM. 
7. Independent Care: For best practices of sanitary conditions within a congregate living space, emergency shelter clients are expected to independently manage all activities of daily living to include maintenance of urinary and fecal continence. Clients must be able to self-exit from their cot, bed, bunk and/or mattress without assistance. Clients must independently complete all activities of daily living as the Pueblo Rescue Mission does not employ CNA’s, nursing personnel or medically trained staff. 
8. Substance Use: The Pueblo Rescue Mission is a drug and alcohol-free shelter community. Emergency shelter clients are not allowed to possess or consume alcohol or illegal drugs on the site. Furthermore, emergency shelter clients who present under the influence of drugs or alcohol will be allowed entrance to the emergency shelter if staff observes them to be behaviorally manageable and able to self-care. Prescription medications, drug paraphernalia syringes, illicit street drugs and cannabis must be stored at the reception desk upon entry and cannot enter the dayhall/dorm/sleeping space. All emergency shelter clients consent to search of persons and property upon entrance into the emergency shelter sleeping space. All smoking of cigarettes must be done outside. Exiting the emergency services shelter to smoke after intake is prohibited. Marijuana smoking must be done offsite of The Pueblo Rescue Mission property.  
9. SERVICES 9.1.Food: The Pueblo Rescue Mission provides a community dinner meal @ 4:30 PM, 365 nights a year.  Every effort will be made to provide access to the dinner meal for anyone hungry in the community who comes for the community meal. Failure to manage behaviors and follow all policies and rules while on Mission property may result in the client being prohibited from eating their meal on Pueblo Rescue Mission property. Staff will exercise safety in determining how to best provide food to clients unwilling to follow shelter rules and policies. It is the policy of the Pueblo Rescue Mission to extend every effort to provide all clients with access to receive a community meal. Clients who have been served a protection order by local law enforcement must follow all restrictions in place as outlined by the Trespass/Protection order. The dinner community meal is open to any community client. Upon availability, emergency shelter clients may be provided an evening meal or snack at intake. All shelter participants are referred to the local Soup Kitchen for coffee, breakfast and lunch, daily. The Pueblo Rescue Mission may provide coffee, condiments, and snacks when in supply. If volunteers or businesses provide food donations, all public health regulations on food handling and storage will be followed. 9.2. Supplies: Supplies such as hygiene products, blankets, clothing, and other donated items are available upon request and will be distributed when available.  9.3. Security Services: The site is monitored by 24/7 video surveillance. 720P HD security cameras are placed around the perimeter of the property to monitor all activity occurring on and surrounding the perimeter of the site and in community areas inside to include the day halls, and reception areas.  Camera use on the site is necessary to protect rights of all clients as well as neighbors in the area from any potential problems or unlawful activity.  Site location is monitored remotely by The Pueblo Rescue Mission through a software application on the phone and/or PC to ensure stability at the site.  Security cameras are not installed inside the dormitories or bathrooms; this measure is to preserve the privacy and rights of the clients. 9.4. Health Policy and Waste Management: Emergency shelter clients are expected to adhere to all state laws and county health regulations. Emergency Shelter clients are provided restroom facility use during the duration of their overnight shelter. Every emergency shelter client must practice responsible self-care and proper waste disposal to avoid cross contamination, illness, and/or the spread of disease. Emergency shelter clients who inform or communicate the presence or potential of a communicable infectious disease may be asked to present a medical release/clearance to Mission to staff in order to be granted admission to the shelter as an emergency shelter client. This is to insure that the shelter environment remains safe, sanitary and germ/bacteria free for all clients in the shared congregate space. The Pueblo Rescue Mission will make every attempt to reach out to other local agencies to attempt to secure offsite shelter for individuals needing quarantine/ health restricted shelter. A dumpster, food waste bin, and trash cans are provided on the Mission property, inside and outside site for use by clients. All emergency shelter clients are responsible for the disposal of their trash and/or recycling and maintaining a clean and orderly environment on the premises and surrounding areas. All emergency shelter clients are responsible for sanitization and cleanup of any personal accidental urinary or fecal incontinence occurrences inside the shelter, as the Pueblo Rescue Mission does not employ CNA’s, medical staff or environmental services personnel.
10. GROUNDS FOR REMOVAL: Grounds for removal are described in detail in Section 1 (General Policies) and Section 6 (Code of Conduct). The following summarizes the main violations that result in grounds for removal. Theft of any kind is not tolerated. Proof of theft is grounds for removal. Violence, physical abuse, verbal abuse, threats, intimidation, intentional damage of property, harassment, or bullying of any kind is not tolerated and are grounds for removal. Prejudiced, racist, sexist, degrading, or discriminatory remarks are not tolerated and are grounds for removal. Possession or consumption of illegal drugs, marijuana or alcohol on the site results in immediate removal from the site. No exception. Firearms on the premises is cause for immediate intervention of law enforcement and removal from the site. No exception. Any activity resembling the above that adversely affects the safety of the site and/or community clients will result in immediate review and potential grounds for removal from the shelter and possible ban from the property. Conditions resulting in removal from the site may involve a police or medical escort if necessary. Respectful behavior and interaction with everyone and neighboring businesses is expected at all times. The Pueblo Rescue Mission management will consider the policies outlined in this handbook along with input from the staff when making determinations of a emergency shelter client’s past behaviors and the safety risk they prevent when considering a temporary or permanent ban. The Pueblo Rescue Mission will make the final determination as to whether removal is appropriate or necessary. 

Every effort is made by the Pueblo Rescue Mission to resolve issues related to an individual being excited, trespassed or banned from shelter programs. Clients in danger of losing shelter services are reviewed on a case-by-case basis to determine best practices for the safety of the shelter and the organization as a whole. The policies outlined in this handbook along with input from the residents, staff, Board of Directors and Executive Director are used to determine whether removal/eviction or ban is appropriate or necessary. Safe shelter is the primary goal for all unsheltered citizens in Pueblo. 

The Pueblo Rescue Mission will review this procedural/policy manual at its discretion and may amend policies or procedures for purposes that provide the most current best practices for a vulnerable population that is ever evolving. 


The Pueblo Rescue Mission does not and shall not discriminate on the basis of race, color, religion (creed), gender, gender expression, age, national origin (ancestry), disability, marital status, sexual orientation, or military status, in any of its activities or operations. These activities include, but are not limited to, hiring and firing of staff, selection of volunteers and vendors, and provision of services to the community. We are committed to providing an inclusive and welcoming environment for all residents, members of our staff, clients, volunteers, subcontractors, vendors, and citizens of the community.
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