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Strategies

to Support Families & Communities





ACME FRC

Policy:

Staff and Client Safety Procedure

Program: 
Agency Personnel

Purpose:
1. To acquaint new employees and volunteers with the general safety consideration during their entrance orientation interview.

2. To create a safe physical environment for staff, volunteers, and clients.

3. To provide a safe and secure environment for all records and equipment.

Person responsible for distribution:

Human Resources Manager

Person responsible for implementation:
Director, Administrative Support Services

Person responsible for Quality Assurance:
Director, Administrative Support Services

Description
During the course of providing services to the clientele of ACME FRC, there will be occasions and circumstances in which the staff person must keep in mind standard safety measures.

Contact the Program Manager or Division Director for specific safety issues and practices that should be observed based on specific job description.

General

4. Know your environment! Know where exits, fire extinguisher, telephones, flashlights, etc. are.

5. Park your car in a lighted, easy access parking space that allows you to see people who might be lurking nearby, and have your keys ready as you approach the car.

6. If you have direct contact with clients, it might be advisable not to allow your address to be published in the phone book.

7. Know your neighborhood! Street access, alleys, stores, who lives nearby, friendly and unfriendly neighbors, hot spots to avoid, etc.

8. Staff and volunteer phone numbers and addresses are confidential and should NOT be given out.

9. Do not break the CLIENT-STAFF boundary. This means not having personal relationships (dating, sex, loan money, etc.) with people who came to ACME FRC first as a client. This also includes such activities as taking clients to your home unless previously approved by your supervisor for specific therapeutic reasons.

10. Carry yourself with an attitude of self-assurance and control. Do not act scared. That only makes you more vulnerable.

11. Follow standard physical safety practices for lifting boxes, using electrical cords, etc.

12. Pay attention to the people and events in your surroundings.

13. Follow standard health procedures concerning infectious disease, vermin, lice, cats, dogs, etc.

14. Use car seats for clients’ children and seat belts for all passengers.

15. Establish rules and etiquette for passengers in your car (i.e., seat belts, smoking, yelling, etc.).

16. Carry automobile insurance and have your vehicle safety inspected regularly.

17. Drive cautiously with safety first.

18. Maintain an emergency kit in your car that contains a change of clothes, walking shoes, jacket, first aid kit, flashlight, blanket, etc.

Specific to Administrative Offices

19. ACME staff will ACCOMPANY all clients moving through the halls and office areas. Receptionists will not “send” clients to room ABC, but rather ACME staff will greet their clients in the reception area and escort them to the appropriate place.

20. All client restroom keys will be kept in the reception area. When clients need to use the facilities, they will be directed to go out the front door and through the breezeway. Clients will not be directed to go through the halls and out the back workroom door.

21. The door leading from the reception area to the hallway will kept shut at all times.

22. The back door to the workroom is automatic locking and must remain locked at all times.

23. The doors in the breezeway to Big Brothers Big Sisters office and staff lunchroom must remain locked at all times.

24. All archived documents and files will be locked together in the archive room.

Specific to Shelter Programs

1. The location of the Domestic Violence Service shelter must be kept strictly confidential and the location of McAvoy House while not strictly confidential should not be given without previous permission or specific instructions from the Plan Administrator. These precautions are especially important due to the potential danger angry spouses and/or parents may pose to those individuals placed in our protection.

2. As a reminder – the confidentiality we provide for clients at the Battered Women’s shelter and McAcme House INCLUDE not verifying or telling unauthorized persons that ACME is even involved with the client in question. The standard response to an inquiry about a child or woman in placement from the public is “I am sorry but I am unable to verify that this person is in treatment due to confidentiality restrictions. I would be happy to take your name and number and IF that person comes to ACME, I will pass the message along.” If this doesn’t suffice then refer the call to your supervisor or the Director of the program in question.

Additional reference materials:

See individual program safety procedures, Infectious Disease Policy, and Facility Disaster Plans for further information.
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