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OVERVIEW

This handbook provides an overview of the
Touchstone Community Facility program.
The handbook includes information

for Residents about opportunities and
expectations. Touchstone is a great

place to accomplish your desired goals

as you complete your time with Juvenile
Rehabilitation (JR). If you have any questions,
please have your case manager reach out to
any staff or counselors.

Touchstone Community
Facility Contact Information

Phone: (360) 586-1082

2010 Puget Street NE
Olympia, WA 98506

PROGRAM INTRODUCTION

Touchstone Community Facility is one of eight state
community facilities. Touchstone houses up to 16
young people. Touchstone is committed to fostering
a warm and caring environment. Touchstone provides
educational and vocational training, and treatment
services to help you successfully transition back into
the community.

Everyone at Touchstone is unique, with diverse
backgrounds, and different ways of expressing their
own strengths and needs. As part of your treatment
plan, you will identify motivations and establish
achievable short and long-term goals.

Safety

At Touchstone, we want you to be safe and feel
safe. Touchstone does not tolerate any physical or
emotional intimidation by peers or staff.

Staff do not physically restrain young people and want
to hear all concerns. If at any time, you do not feel

safe in the program or in our local community please
inform staff immediately. Staff will discuss the issue
with you to identify some solutions to fix the situation.
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YOUR RIGHT TO AN ABUSE-FREE ENVIRONMENT

Touchstone is committed to protecting your right to be
safe from sexual abuse and sexual harassment. We have

a zero-tolerance policy toward all forms of sexual abuse
and sexual harassment. This means every report of abuse
or harassment is investigated. As part of your orientation,
you will receive a safety guide on sexual abuse, harassment
and complete a Prison Rape Elimination Act (PREA)
education session reviewing the following:

 Your right to be free from sexual abuse
and sexual harassment.

» Ways you can protect yourself.
» How you can report incidents.

 Your right to be free from retaliation for reporting
sexual abuse or sexual harassment.

» The zero-tolerance policy at Touchstone and in JR.
e The response procedures to sexual abuse and

sexual harassment.

We strongly urge you to report incidents or
suspicions of sexual abuse and sexual harassment
in the following ways:

« Tell your counselor, supervisor, teacher, nurse,
or any staff at Touchstone you feel comfortable
speaking with.

« Tell someone outside of Touchstone you trust.

 Report anonymously.

 Call the END HARM Hotline at 1(866) 363-4276
from Touchstone.

 Call the END HARM Hotline from the community.

* Fill out a youth complaint form and turn it in
(complaint box is checked daily Monday-Saturday).

e Call the 24-hour Victim Services Hotline
1-888-560-6027.
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Privacy

All youth and young people have a right to shower,
perform bodily functions, and change clothing in
privacy. The only exception to this is in an emergency
safety situation. For example, if you fall in the shower
and need medical assistance. You must be fully dressed
when moving from the bathroom or shower back

to their bedroom. You may not walk to your room
wrapped in a towel.

To maintain privacy, it is important for you to stand in
front of your closet when changing or dressing in your
room. When staff are checking on young people, they
will knock first and wait for a response. This is when
you should inform staff that you are changing clothes.
They will not come in.

Staff will only enter your room if there is a safety or
security issue. Opposite gender staff will announce
themselves prior to entering the hallway. On graveyard
shifts, staff will not knock first.

During sleeping hours, you are required to be fully clothed
in pajamas (t-shirt or tank top and shorts, sweats).

Your Voice and Opinions Matter

At Touchstone, you will learn how to share your voice
and opinions in an effective way. You are encouraged
to share feedback and participate in program planning
and discussion groups. You can give your opinions,
comments, and feedback during meetings or with
feedback forms.

Treatment and Programming

Dialectical Behavioral Therapy (DBT) is part of JR’s
Integrated Treatment Model (ITM). Below is a general
outline and description of the core components.
Your counselor can discuss these further with you
when you meet.
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PROGRAM ORIENTATION

The period prior to transferring to Touchstone will
begin your program orientation. A case manager and
a manager will reach out to you before you arrive.
Touchstone staff will review program rules, privileges,
and community access requirements along with
learning your goals. We will try and establish the best
living arrangements and program opportunities based
on your goals.

Once you arrive at Touchstone, you will go through an
intake process, and we will get you acclimated to the
facility. Our goal is to get you started in the community
as soon as possible.

PROGRAMMING
OPPORTUNITIES

Education

If you arrive at Touchstone without a high school
diploma or GED, you will be enrolled in our on-site high
school, or our GED program based on your need. We
do have students attend Olympia High School at the
start of one of the semesters. Starting mid-semester

is counterproductive to earning and retrieving credits.
Running Start is available to high school students who
qualify through testing.

College and vocational schools are options if you have
your GED or high school diploma. Programs offered:

» High School credit retrieval provided through the
Olympia School District.

e GED preparation at Gravity High School.

e Olympia High School.

» New Market Vocational Skills Center.

» Evergreen State College.

» South Puget Sound Community College.
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Employment

There are several job opportunities in the local
community. Staff will work with you to find
employment options. Prior to starting a job in the
community, you, your employer, and the Touchstone
administrator must sign an employment supervision
agreement. This form explains the core rules and
conditions you will need to be aware of while you are
working. You and your case manager will review this
form prior to starting your job.

Staff will typically transport you to and from work.
Based on proximity, you may walk, ride a bike, or take
the bus.

Life Skills and Independent Living

Touchstone promotes independent living experience.
We will run groups and individualize independent living
skills based on your needs. Touchstone can help you
with managing your finances and looking for housing,
health care, transportation, and recreation, to list a few.
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COMMUNITY ENGAGEMENT AND FAMILY VISITATION

Family Visitation

We encourage family and friends to visit. Visitors must
be 18 years old or accompanied by their guardian. You
will work with your case manager to build an approved
visitor list. Visitors will need to review the visitation
expectations with a case manager.

All visitors under the age of 18 must be accompanied
by their own parents.

Visiting Hours

Visiting occurs every day of the week during

programming hours up until 8:30 p.m. Space may be
limited, and we have a visitation sign-up calendar to
ensure we plan and don’t have to turn anyone away.

Visiting Protocol

 All visitors must check in with the staff on duty, sign
the visitor log, and present valid photo I.D.

* Visitors may bring food and clothing for residents at
Touchstone. All items are subject to prior approval
by staff and will be searched and inventoried.

 Visitors must be 18 years of age or accompanied by
their guardian.

« Gifts, clothing, money, and any other material items
must be turned in to staff on duty. You cannot
receive these items directly from visitors.

» All food brought in must be pre-cooked or
homemade and ready to eat.

* Visitors must keep their children in sight at all times.
* Visits will not interfere with your treatment program.

 Residents are not allowed to use or be in possession
of cell phones during visits.

 Ask staff before taking pictures. Staff need to

protect the confidentiality of other people here and

will find an area to take pictures.

 People should use respectful communication, free
of profanity and offensive gestures.

» Smoking is not allowed on Touchstone property.
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» Tobacco products and lighters are not allowed
in the facility.

* You may greet with a hug or handshake and depart
with a hug or handshake. However, no other physical
contact is allowed.

o Staff can terminate visits at any time if the visiting
rules are not being followed.

Individuals may have privileges withheld or limited
for the following reasons:

» By order of the court.
» Unexpected situations or emergencies.
 Violation of visiting policy.

 Serious security concerns, such as if the resident’s
communication with others or a specific person
is detrimental to their safety and well-being or
counterproductive to treatment.

Authorized Leave

When you reach 60% of your minimum sentence,

you could get authorized leave. Authorized leave is
based on your level of motivation and engagement in
treatment and the program, as well as your parent/
guardian’s level of involvement in your treatment. All
Authorized Leaves must support family involvement,
treatment, and transition. The case manager will review
the guidelines for authorized leave.
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Community Involvement Passes (CIPs)

Family CIPs are intended for you to build family
relationships. To qualify for family CIPs, you must be
participating in program treatment. The case manager
will go over the CIP orientation with you and your
family. The CIP will be done in the Olympia area in
two-hour blocks. Additional blocks can be added
based on your progression in the CIP process. There is
a CIP form with a pre-approved itinerary for each CIP.

The CIP process from beginning to end is as follows:

» Request a CIP form from staff.
e Submit the form prior to the CIP.
e Your case manager must review your request.

e The CFA or JRS will also review and give or
deny approval.

» Before a CIP occurs, your parent/guardian needs
to visit and meet staff (unless distance is a factor),
communicate regularly with you and your counselor,
and be actively involved in your treatment.

 Parent/guardian or volunteer needs to attend
an orientation prior to the outing. During the
orientation, they need to submit a copy of their
driver’s license and valid insurance, unless they are
walking or using public transit.

» Only those listed in the CIP are allowed to attend
the planned event.

» You and your escort sign a form agreeing to and
verifying the conditions of the outing.

» Youth and escorts coming back from a CIP will
debrief staff and provide receipts. Receipts are
needed even if the escort pays for the activity; this
is to ensure accountability in the community.

» Once a CIP is approved, there cannot be any
changes to who is attending without the approval of
the administrator.

« Staff may do a visual while you are on your outing.

* If residents are late, a phone call is required to the
group home.
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Telephone Use

You can make as many phone calls to your approved
contacts as you need as long as the lines are open. We
have two phones to use during program hours. The
only limits are if there is an issue directly related to
phone use.

Resident Funds

While at Touchstone, you may receive or earn money.
Touchstone staff are the assigned custodians of all money
you receive. Staff will document all the money and place
it in your individual in-house account. Youth should
immediately turn in all money to the staff on duty.

 You will work with your case manager on developing
a budget and financial goals. You will also review
your restitution balances and develop a financial
obligations payment plan.

* You will be required to assist and sign off on all
banking/resident fund transactions.

 Loaning or borrowing money from other residents,
staff, or community members is prohibited.

« Staff return funds to you upon release or forward to
the receiving institution in case of transfer.

» Touchstone staff collect all paychecks. Most
businesses use direct deposit, and this is acceptable.

» Residents will provide receipts for all purchases made.

Written Correspondence

We encourage you to write often to your family.
Touchstone supplies envelopes, paper, stamps, and
pencils for writing letters.

All incoming and outgoing mail will be documented in
the mail log with sender information. Mail can only be
received from those on your approved contact list. If
you receive mail from someone not on your contact
list, it will be given to your counselor for approval.
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Staff open all incoming mail. Staff do not read mail but
do screen your mail for contraband and money. Staff
receipt and place your money in a designated safe

to be deposited into your account. Staff confiscate
contraband and any mail bearing gang symbols,
inappropriate photographs, obscene symbols or
language, or anything contrary to the treatment process.

JR prohibits mail delivery between facilities without
supervisor approval. We will inform you in writing if mail
from a source is restricted and the reasons for restriction.

Community Service

To foster community involvement, develop support
networks, give back to the community, and practice
social skills, community service is a requirement at all
JR community facilities. This allows youth to complete
any community service hours owed to the court.

There are numerous opportunities to volunteer.
Touchstone is a member of the local neighborhood
association, and we participate in a variety of local
community service projects. We help make trails, clean
up parks, set up events, clean up graffiti, and help out
the YMCA at events when needed. You will have the

opportunity to be a part of our supporting community.

PERSONAL WELLNESS

Touchstone supports personal wellness and healthy
lifestyles. We have a full-time cook who provides
nutritious, balanced meals. Touchstone also provides
some structure to encourage necessary levels of sleep
and exercise. We also have weights and a sports court
on site.

Medical, Dental, and
Mental Health Services

Medical, dental, and mental health services are
available off site in the community. When you arrive,
we will make an appointment with a doctor.
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Most residents are eligible for a DCYF medical card
under the Medicaid program unless earnings exceed
the eligibility limits. Your private insurance carrier may
cover treatment. Medicaid covers some basic services.
Other services may cost extra. Touchstone pays for
the treatment needed not covered by Medicaid with
approval by the program administrator.

It can take several weeks to schedule appointments.
Please speak with staff if you need to go to the doctor,
dentist, psychiatrist, or a therapist. In the event of an
emergency, staff will take you to the nearest hospital
emergency room.

Vision screening and corrective lenses are available
from our local provider. Medicaid covers some basic
services, while other services cost extra. Please speak
with your counselor for details.

You must have a physician prescription for non-
prescription drugs, herbal supplements, remedies,
or vitamins. Any costs not covered by Medicaid or
insurance are your responsibility unless approved by
your counselor, the supervisor or the administrator.

You cannot keep medication in your room. Staff
manage all medication. Staff supervise consumption of
any medication.

A current Vaccination record is required for school. If
your record date is not current, you will need to get
the required vaccinations.

If you refuse medical or dental care, you need to sign
a waiver releasing Touchstone from any responsibility.
Taking your prescribed medication is voluntary.
Refusing medication may result in a consultation with
the supervisor or administrator.
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Meals

Good nutrition is important. Touchstone encourages a healthy, well-
balanced diet. Touchstone provides three meals and two snacks daily. Please
inform your staff of any food allergies. They will notify the cook to make
accommodations. Let your case manager know of any dietary needs based
on cultural or religious practices. Below are a few mealtime expectations.

Meal Schedule

Day ~ Breakfast Lunch ~ Dinner

Monday- |

:30 a.m. : N:30am. : .m.

Sureey 830 a.m 30 a.m 5p.m
Bedroom Cleanliness Laundry
We have minimum standards for room cleanliness Each person is responsible for doing their own laundry.
at Touchstone. It is important for yourself and your Staff will help you understand how to do your own
roommates that your room is neat and orderly. Rooms laundry. You will need to use the machines and proper
should be cleaned daily when you wake up and kept amounts of detergent. An iron and iron board are
neat throughout the day. You are responsible for your available. These remain downstairs in a shared area.
possessions. The following are the basic expectations
for room cleanliness: Exercise and Recreation
« The bed is neatly made. Touchstone has a bench press and weight set that you

can use during program hours up until program closes.
There is also a basketball court in the backyard, which
can be converted into a pickleball court that can be
used up until 8:30 p.m.

e Desk, dressers, and tables are neat and free of dust.

e The floor is swept and cleaned, and rugs are
vacuumed when necessary.

 Clean clothes are in your wardrobe/dresser, and

dirty clothes are in the basket. We have a YMCA membership that offers basketball,

weights, cardio equipment, and an indoor pool for

* Waste containers are emptied. swimming laps. School outings may include cultural

* Beds, desks, and other furniture must remain in exhibits in museums, art exhibits, and social learning
designated areas. Please do not rearrange the experiences. Group outings to the ocean, beach, Mt.
furniture in your room. Rainier, Mt. St. Helens, Nisqually Wildlife Refuge, or to

fishi Ily.
We check bedrooms daily and will help you learn how 80 TIsning may el seasonaty

to clean and keep a tidy room. Spirituality
End of Program and Lights Out Spirituality can be an important part of life and
transitioning back into the community. Touchstone
supports attending spiritual services. There are many
churches, temples, and mosques in our community. If
you are interested in attending these services, talk to
your counselor about what is available.

The program ends at 11 p.m. Sunday-Thursday and
midnight on Friday and Saturday. Lights out at midnight
every day. If you get home from work after the
program closes, you can stay out for an hour to eat,
relax, and wash up. We don't interfere with others
whose program is over during this time.
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TREATMENT AND COACHING

Individual Counseling

Case managers will work with you on goals and identify
barriers to goals. Our goal is to build protective factors
around you in the areas you need. We want to break
down barriers and help you achieve your goals. We will
meet at least weekly. We use community providers for
additional counseling when needed.

Treatment Groups

We offer DBT Skill Generalization Groups. In these
groups you can practice the skills you have learned in a
real-world setting.

Specialized Treatment

Mental health and SUD treatment is offered in
connection with community providers.

PROGRAM EXPECTATIONS
AND PRIVILEGES

You will have standard privileges at Touchstone. You
may earn extra privileges. Privileges can be suspended
due to behavior and or lack of engagement in
treatment or programing.

Standard Privileges:

e 11 p.m. bedtime Sunday-Thursday.
» Midnight bedtime Friday and Saturday.

» Phone calls, TV, Laptop and Video Games during
open programs.

e TV, Video Games, Music players in room.
 Access to youth accounts:
- Spending: shopping for self.

- Necessities: helping family and food or supplies
for work/school.
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» Community Access aligned with Community Access
approval form:

- Volunteer/Community Service.

- Organized Sports.

- Cultural Programs.

- Local Religious Services.

- JR Events.

- Peer Mentoring Events.

- School District/Ed Advocate Sponsored Events.
- Employment Fairs/ Job Search/Job Interviews.
- Treatment and Medical Appointments.

- Ride-a-long.

- Gym (YMCA or other gym with staff).

- Walks and Bike Rides in the Neighborhood.

Extra Privileges or Programs

e Outings:
- Parks and Sports Facilities.
- Fishing, Hiking, Trail Riding, Shellfish Harvesting.
- Shopping/Stores.
- Go-Carts, Trampoline Parks, Arcades etc.
- Watch Movies, Theater, Local Sports and Shows.
- Other Touchstone staff-led events
in the community.
» Community Involvement Pass (CIP):

- Family CIPs.
- Individual CIPs.

e Home Visits.
» Authorized Leave.
 Tablets and computers for work and school.
e Community Programing:
- School.
- Work.
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Restricted Privileges:

¢ In the moment: Assign restriction based on behavior.

Then offer what it will take to get off through an
assignment. In place until behavior or task is resolved.

e Examples include:

- Internet violation like accessing social media. You
will have no Internet access as a result.

- If you have an Issue in the schoolhouse. You will
have schoolhouse restriction.

- If you have a verbal outburst or refuse a staff
directive. You will not be able to leave the house
until behavior interventions, and
you take responsibility.

< First time = warning/coaching.
< Second time = Assignment on time
management (Late Assignment).

< Third Time = Supervisor Review for
Special Program.

- If there is no participation in their program,
they stay home that day.

 Supervisor Review: No spending, paid outings, CIPs

or Outings until Supervisor reviews and approves
the plan created by youth and staff.

- Going to an unauthorized room or office
without staff.

- Violation of the Supervision Agreement or
Treatment addendum (not rising to unaccounted
for time).

- Contraband nicotine or nicotine paraphernalia
(will be destroyed).

- Contraband cell phone (will be destroyed).
- Unknown to staff money/cards in room.

- Inappropriate interactions in community.
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Administrative Review: No leaving the facility until
reviewed and approved by administrator:

- Fights, bullying and/or victimizing peers.

- Theft.

- Weapon .

- Specific threats to staff.

- Refusing search.

- Refusing drug test.

- Unauthorized out of sight in the community.
- Possession of drug paraphernalia .

- Suspicion of drug use.

- Unaccounted time in the community.

- Escape ideation.

Individual Special Programs: Additional or

separate privileges may be removed that relate

to the behavior and or relate to motivation and
engagement. Outcomes outlined by the case
manager with the youth in alignment with DBT and
ITM principles. Ongoing behaviors may require an
Individualized Program.

Individual Restricted Programs: Additional or
separate privileges that relate to the behavior and/or
motivation and engagement outcomes outlined by
the case manager with the youth in alignment with
DBT and ITM principles may be removed. Ongoing
behaviors may require an Individualized Program.
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Dress Code

You cannot wear clothing that shows depictions of
weapons, drugs, alcohol, or other things that could
be counterproductive to your treatment or attract
negative attention in the community.

Rules
» Be where you are supposed to be:

- Do not go into another bedroom, staff offices,
kitchen, back stairwell, server room, pantry, front
door area, sheds or out front without staff.

e Beontime:
- Be up and ready at the program time.
- Everyone will:

< Be ready to go to school, work, and
appointments.

< Everyone inside by 8:30 p.m.

< Be in room on time and have your lights
out on time.

» Hands to yourself:

- Avoid horseplay and harming.

¢ Noise level down:

- No music outside on speakers or out the windows.

- Bedroom noise is too loud when you can hear it at
the staff office with your door closed.

- Keep the volume on the living room TVs and
Computers at a reasonable level.

 After Program Closes:
- Cards turned in.
- No door visit.

- Only you can go downstairs with staff permission
for a quick need. One at a time with staff. No
cooking or playing games downstairs after
program closes.

- One at a time in each bathroom.

- No deliveries including food.

Computers:
- No: pornography, explicit material, or social media.

- DCYF computers remain in living and or dining
room. No taking to room or schoolhouse.

- Approved tablets and computers do not leave the
facility without CFA approval for work or school
purposes. If used as a phone or for social media,
they will be taken.

Contraband:
- Weapons or tools.
- Drugs or alcohol.

- Money (cash, cards, apps) all approved cards must
be turned in daily.

- Cell phone.

- Pornography.

- Nicotine products or incendiary devices.

- Rated R, NR, NC-17, M movies & TV. M video games.

Clean up:

- Clean your room and your dishes and your
assigned area.

Rooms:

- No VISITORS or:

< Appliances (iron, microwave, heaters, etc.)
or DCYF computers .
< House cleaning supplies.

< Over the counter medication or vitamins.

TOUCHSTONE COMMUNITY FACILITY HANDBOOK
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Community Access

Appointments: Staff will TRY to get you to
appointments 10 minutes early. Staff will accompany
you to the appointment unless:

» The office does not allow guests of the patient.

e Job interview.

Outings: Staff will share the expectations of the outing
before leaving. You must be in the visual sight of staff
at all times. When going to a store, you must stay in the
same aisle and within 20 feet of the staff. The group
stays together at sporting events or other crowded
outings. When going to a park or trail, you must be
within sight and earshot of staff. You may not have
people from outside the house join the outing. Staff
cannot leave young people in the car or stay in the

car during outings. The staff can end the outing at any
time. The staff taking the outing will let you back into
the house, and you will be searched prior to entering
the day area.

Use appropriate language and stay with staff. There is
some distance when you are playing sports but other
than that, the staff are with you.

YMCA: Staff must be in the same room as residents.
You cannot be on CIP at the YMCA because
Touchstone has a group membership. Locker rooms
should be avoided. Only for the restroom. You should
not be changing there unless it is for swimming and
give them a 10-minute time limit. Staff will wait outside
the locker room.

School/Work: Staff will go with you to explain the
supervision agreement with the community supervisor
and ask for their signature. Staff will review the
Treatment Addendum and Supervision Agreement with
you and outline expectations:

e Stay on site.

» No contraband.

» Bein assigned break areas.

» No going into unauthorized vehicles.

» No guests meeting up with you.
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To qualify for a family CIP:

 You are participating in Programs. This includes
school, work, treatment, or cleaning up.

* You show that they can follow visitation and CIP rules.

 Family members are engaged with staff.

* You are in program and no incidents of Substance
Use and or Unaccounted Time for at least 30 days.

To qualify for an individual CIP:

 You can earn individual CIPs for treatment purposes
and appointments.

* You are participating in Programs.

 You are participating in a community-based program
successfully.

» Some will be “ongoing” and be specified on the CIP
form. Examples include gyms, library, and Work Source.

* You are in program and have no incidents of
Substance Use and or Unaccounted Time for at least
90 days.

To qualify for a home visit:

e You are participating in Programs.
» Family is participating and engaged with staff.

* You must be in program and no incidents of
Substance Use and Unaccounted Time for at least 30
days. Exceptions for family emergencies can be made.

To qualify for authorized leave:

» You need to be eligible by time, you have served at
least 60% of your sentence.

» Engaged in programs.

 Family is engaged with staff.

» A home check will be completed.

e Be in program with no substance use or
unaccounted time in the last 6 months.

* No high-profile cases (Dan can explain individually).

» Planning must start at least 45 days from proposed
leave dates.

» We will request two nights for those that qualify.
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CIP Rules  Put the copy and cash or check in an envelope. Write
the youth’s name, the date and dollar amount on the

To be on CIP, you are: envelope and drop the envelope in the drop safe.

» Not on consequence limiting CIPs.
S Requesting Money:
e Participating in:
¢ Budgets: You fill out a budget slip (Resident Request

- School. for Withdrawal) when they want to spend money.
- Work. Budgets will be signed by the Case Manager and

- Treatment. Reviewed by the CFA.

- Clean up. - Individual budgets are required for

) each cash transaction.
e Do not have work or school at that time.

« Driving with an approved driver. They must be over 21, e Approved Budgets:
visited Touchstone before, and have car insurance. - The CFA will place an envelope in the access safe
 On CPI for 2 hours during your first time. This with all the approved budgets.
will increase to 4 hours if things go well and - Staff can take the approved budget out and
communication is good. You can have a CIP for Up have you sign the money out one time per
to 6 hours. Verification sheet.

 Staying in Olympia area. « Signing out Cash:

e Checking in upon arrival at each new stop and when
they leave. This should be documented on CIP form
and logged.

- Flip the budget over. On the back is the
Verification of Funds Received Form.

- When you give the youth the money. You must
count the money, write in how much it is and have
you sign.

« Sharing details when planning a CPI. For example,
if you go to the mall after closing, are you seeing a

movie? Which one? )
- When you return from shopping:

e Writing down each location with the arrival and

departure times < Itemize spending on each line per receipt.

< Coins will be a line item. Add them up and write

* Youth will have to show that they can follow " )
coins to youth.

visitation and CIP rules and be where they are

supposed to be in the community, program and in < Add up the receipts and coins, then write down
the facility. the total. If there is no receipt and you can

verify the total, fill out a receipt (small one) and

 Back at Touchstone no later than 7:00 p.m. for attach it to budget.

regular status and 9:00p.m. for independent status

unless approval is received from CFA for later arrival. < Count the change.

< The change and the total of receipts must equal
Money Process the amount withdrawn.

Incoming new money: Checks or cash. < At the bottom of the form, write in the balance

returning to the account.

e Write a receipt (big receipt). §
< Youth and staff sign in all prompted locations

» Make two copies of a check and receipt. For cash, and then all receipts are stapled to budget.

just two copies of the receipt.
< Place the change and budget back in the

» AA2 will enter Incoming Funds ledger in the binder envelope and in the drop safe.

in the AA2 office. .
< If no money was spent you will fill out a new

budget for the money and attach to original.
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< If there is a discrepancy in total receipts and
change returned, try to see if there is a lost
receipt or lost change. If money is unaccounted
for, let CFA know right away via email.

- Gift cards and credit cards:

< Resident and staff sign the card out and in on
the tracker in the envelope.

< Collect the cards when the resident returns.

< Receipt totals are tracked and receipts returned
to the resident’s envelope.

< These remain in the access safe.

SUBSTANCE USE TREATMENT
AND RESPONSE

Intake Procedures for Incoming Young People into
Community Facilities

1. As part of the intake into a CF, all incoming young
people will be referred to the Aftercare Liaison for
an assessment/assessment review within 10 days of
arrival. This is to make sure that all young people
have a current assessment.

a. In the absence of an Aftercare Liaison (SUDP)
at the CF, the assessments will be completed/
reviewed before the transition. Those who
have an SUD diagnosis will be referred for
treatment to the Community SUD provider as
soon as possible after arrival.

2. The Aftercare Liaison or CF staff will educate
all incoming residents on drug and alcohol use
protocols in the CF upon arrival.

3. All those who have not received a SUD diagnosis will
attend one SUD Education Group session per month
in the CF.

a. Residents who have a SUD diagnosis will attend
weekly group sessions with the Aftercare
Liaison or with a Community SUD provider
unless treatment frequency is reduced by the
Aftercare Liaison or Community SUD provider.

What Happens If you have a Positive UA or Appear to
be Under the Influence

If staff notice that you're not acting like your usual self
(for example, you're slurring your words, stumbling,

or having a hard time holding a conversation), this
protocol will be followed to make sure you're safe and
get any help you might need.

Step-by-Step: What Happens First

1. Drug Test: You'll be asked to take a drug test (urine
or oral swab).

2. Stay Close to Staff: You'll be asked to stay out of
the milieu and remain near staff.

3. Safety Checks: Staff will check on you more often.

- You'll either be moved to a bedroom or another
area close to staff for at least 3 hours, or longer
if needed.

- If you lose consciousness or have a medical

emergency, staff will call 911 right away and give
first aid.

4. No Community Access for Now: You won't go out
into the community until your drug test results
come back.

- If approved by CFA, and depending on the
situation, you might still be allowed to go to
school or work with extra staff checks.

5. If the Drug Test is Negative: Staff will help schedule a
doctor’s visit to figure out what else might be going on.

6. If the Drug Test is Positive: We'll follow the steps
below to support you and help you get back on track.

If Your Drug Test is Positive

First Positive Test

1. You'll Be Referred to the SUDP or Community
Provider: The SUDP or Community Provider will meet
with you and may complete a new assessment to
include consent forms for JR and community providers.

- They'll talk with your Case Manager and work on a
Relapse Prevention Plan.

TOUCHSTONE COMMUNITY FACILITY HANDBOOK
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2. Treatment Plan: You'll help create or update
your treatment plan and start working on goals to
stay sober.

3. Homework and Skills: You may get assignments to
help you think about your choices and learn new
coping skills.

4. Documentation: Staff and counselors will keep track
of meetings and progress in your file.

5. Restrictions: You'll be on program restriction,
meaning you can still go to work or school, but no
other community access.

6. Talk with Staff: Staff will go over the pros and cons
of using vs. staying sober with you.

- You'll sign an agreement showing you're willing to
keep working on treatment.

Second Positive Test

1. Treatment Plan is Updated: Your counselor will
update your plan based on what’s working and
what’s not.

2. Program Restriction: You'll be placed on program
restriction again.

- This might include work or school depending on
the situation.

- You'll also follow a “day program” with scheduled
activities like treatment assignments, community
service, etc.

3. Working Together: You and your counselor will set a
schedule for your day program.

4. Treatment & Homework: You'll continue with more
one-on-one or group treatment and get assignments
to help with relapse prevention, staying committed
to sobriety, and building coping skills.

5. More Staff Checks: Staff will continue doing extra
checks and searches while you're at the facility and
in the community.

Third Positive Test

1. Same Steps as Second Positive Test: All the steps
listed above still apply.

2. 30-Day Sober Requirement

- You'll need to stay sober and have clean tests for
at least 30 days before you can have access to
community-based programs again. This includes
work or school programs in the community.

3. In-House Treatment Focus

- During this time, you'll be expected to focus fully
on treatment and commitment assignments.

4. Support & Structure

- You'll still have a structured day program, and if
you're participating well, you may earn time off
or rewards.

Fourth Positive Test

1. Return to Secure Facility

- The CFA and your counselor will work with you and
the institution staff on next steps for your treatment
and whether or not you will be considered for return
once that treatment is complete.

This process is about keeping you safe and helping you
succeed. Everyone wants to support you in making
good choices and moving forward. If you're struggling,
don’t be afraid to ask for help. We're here to walk with
you through it.

If at any time staff feel your use of drugs or alcohol
pose an imminent risk to yourself, the facility or the
community you will be moved to a higher security
facility immediately.

When a resident refuses to engage in treatment for any
of the above steps, the CFA can return the youth to a
secure facility.

In accordance with relative JR policies, the CFA and the
Regional Administrator have the authority to move a
resident to a secure facility when they feel behavior is
affecting the safety and security of the residents, the
staff, the program, and or themselves.
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SEARCHES

» Shared spaces are searched at least daily and
upon suspicion.

 Pat frisk or wand searches happen during every entry
from the community or car, after visits, and when there
is suspicion. They also occur randomly prior to entering
the community. A pat-frisk search will occur prior to
urinalysis as well.

» Room searches happen at least once a week per room 1
and upon suspicion.

« Strip searches are prohibited in the community facilities.
¢ Drug testing.

» Oral drug screens are given upon intake, return from AL,
and upon suspicion.

e UA will be given by our substance use provider upon
assessment and ongoing at any time.

COMPLAINT SERVICES

If you have a complaint regarding your treatment at
Touchstone, the first step is to discuss the issue with the
person(s) you have the issue with. This requires effort on
your part to approach the situation appropriately — staff
can coach you through this process. If you have done this
and feel your rights are still being violated or you are being
treated unfairly, you can fill out a Youth Complaint Form
located on the resident bulletin board in the front foyer.

If you need help understanding the form, talk with the
program supervisor or administrator. Fill out the complaint
form and place it in the locked “youth complaint box”
located in the great room (next to the staff office window).
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LEGAL SERVICES

Staff will not provide you with legal advice, but you can
contact your attorney at any time. If you do not have an
attorney but would like to seek legal assistance, you can
consult the information board in the resident hallway.
There are Legal Assistance Request Forms located there.
Team Child is currently the legal counsel for JR youth. If
you complete a Legal Assistance Form, please give it to
your counselor, the supervisor, or the administrator, and
they will fax it to Team Child. It is important to let the
administrator know when you request legal assistance so
they can follow up to ensure your request is answered.
You can contact them at (877) 295-2714 or (206) 322-2444 x
101. Calls to your attorney do not count toward your daily
allotted phone calls. If you have further questions, you
can talk with your case manager, program supervisor, or
program administrator.

FIRE AND EMERGENCY
PROCEDURES

Fire Drills

The fire alarm is a loud and continuous blast. Exit the
building by the shortest and safest route. Meet on the
sports court for a head count. Staff will be in both
meeting locations.

Actual Fire

Sound alarm (note alarm locations on fire escape map
located throughout the house). Notify staff and/or call 911
immediately. Exit the building by the shortest and safest
route. Save life over any property.

Other Emergencies

Notify staff or call 911 immediately. Remain calm and
cooperate with the proper authorities. Offer assistance
only if you are sure it will help the situation. At
Touchstone, our first consideration in any emergency is the
protecting and saving of lives.
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RESIDENTIAL DISCIPLINARY STANDARDS (WAC)

1. Serious violations by a youth include:

a. Escape or attempted escape.

j-

k.

L.

. Violence toward others with intent to harm or

resulting in significant bodily injury.
Involvement in or conviction of a criminal offense
under investigation by law enforcement or awaiting

adjudication for behavior that occurred during
current placement.

. Extortion or blackmail that threatens the safety or

security of the facility or community.

. Setting or causing an unauthorized fire with the

intent to harm self, others, or property or with
reckless disregard for the safety of others.

Possession or manufacture of weapons, explosives,
or tools intended to assist in escape.

. Interfering with staff in performing duties

relating to the security or safety of the facility
or community.

. Intentional property damage in excess of $1,500.

Possession, use, or distribution of drugs or alcohol
or use of inhalants.

Rioting or inciting others to riot.
Refusal of urinalysis or search.

Other behaviors that threaten safety or security.

2. Other community facility violations by a youth include:

a.

Unaccounted for time when a youth is away from
the community facility.

. Violating conditions of authorized leave.

c. Intimidation or coercion against any person.

. Misuse of medication such as hoarding medication

or taking another person’s medication.

. Self-mutilation, self-tattooing, body piercing, or

assisting others to do the same.

Intentional destruction of property valued at less
than $1,500.

TOUCHSTONE COMMUNITY FACILITY HANDBOOK

. Fighting.

. Unauthorized withdrawal of funds with intent to

commit other violations.
Suspension or expulsion from work or school.

Violation of school, employment, or volunteer work
agreements related to custody and security concerns.

. Escape talk.

Sexual contact or any other behavior, not defined
as serious violation, resulting in a referral to the
Department of Licensing, child protective services,
or law enforcement.

m.Lewd or disruptive behavior in the community.

3. Other community facility violations by youth include:

a.

Unaccounted for time when a youth is away from
the community facility.

. Violating conditions of authorized leave.

c. Intimidation or coercion against any person.

. Misuse of medication such as hoarding medication

or taking another person’s medication.

. Self-mutilation, self-tattooing, body piercing, or

assisting others to do the same.

Intentional destruction of property valued at less
than $1,500.

. Fighting.

. Unauthorized withdrawal of funds with intent to

commit other violations.
Suspension or expulsion from work or school.

Violation of school, employment, or volunteer work
agreements related to custody and security concerns.

. Escape talk.

Sexual contact or any other behavior, not defined
as serious violation, resulting in a referral to the
Department of Licensing, child protective services,
or law enforcement.

m.Lewd or disruptive behavior in the community.

Residential Disciplinary Standards (WAC) | 17



4. Youth must be held accountable when there is reason
to believe they have committed a violation. Whenever a
youth placed in a community facility commits a serious
violation, the youth must be returned to an institution
(higher security level unit). Sanctions for other
violations listed in section 2A-M may include transfer
to a higher security level institution and must include
one or more of the following:

Loss of privileges.

o 9o

. Loss of program level.

Room confinement up to 72 hours.

a n

. Change in release date.
e. Reprimand or loss of points; additional restitution.
f. Community service.

When a sanction is imposed, the youth must also receive a
counseling intervention to address the violation

Residential disciplinary standards are posted on the
student bulletin board. Please review in detail.
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This handbook is not exhaustive, and guidelines change from time to time. It is important to recognize that staff will
make the final interpretation of these guidelines.
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