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Introduction 
 
Welcome to Perseus House! This handbook is a guide for family members of our residential treatment 
clients. Please review this handbook and feel free to ask questions regarding the facility’s programming and 
treatment services. We believe that families play a central role in the treatment and well being of our 
residents. We are hoping that you will join us on the journey that lies ahead for your child.   

 
Family Involvement 

 
It is the expectation of Perseus House that the family of the resident will participate in all aspects of 
treatment. This includes, but is not limited to: communication with the treatment team at the initial 
treatment team meeting, monthly progress review meetings, reauthorization meetings,  family therapy (on-
grounds, via phone or Go-To Meeting), Parent Group participation (dependent upon geological location), 
consultation and support for school meetings, collaboration with other agencies, visitation, weekly phone 
calls, and therapeutic leave. From the day your daughter is admitted, we hope to have the family involved in 
the day-to-day progress of the resident as well as an important component of discharge planning. 

 
Our daily interactions with clients, family members, referral agencies and each other are based on the four 
principles of SELF, which are Safety, Emotional Management, Loss and Future. You will become familiar 
with Perseus House’s commitment to The Sanctuary® Model and be encouraged to develop your own 
family’s Safety Plan with the help of your daughter’s treatment team.   
 

Family Therapy 
 

Family members are expected to participate in scheduled family therapy sessions with the client and the 
Mental Health Therapist (MHT). Family sessions occur at a minimum of twice  per month or more often 
depending upon family goals and discharge planning. These sessions will occur in person, via phone or 
online at www.GotoMeetingcom .  
 
During sessions, therapeutic leaves can also be discussed, but require treatment team approval. Therapeutic 
leaves are prescribed as part of the resident’s overall treatment program. The therapeutic leave plan 
encourages progressive visitation, which provides and ensures that, as parents/guardians/foster family and 
residents develop and improve skills, meet specific goals, and address the issues that resulted in placement, 
the frequency of visitation is increased to assist with the transition of the resident back home. 
 
Once a therapeutic leave is approved, the MHT and family will establish expectations and goals of the 
therapeutic leave and develop a family Safety Plan. A therapeutic leave home visit form in utilized for each 
visit and will list rules, goals, expectations for the visit and require call in times to the unit, as well as 
feedback forms regarding the progress of the visit. Upon the resident’s return from the therapeutic leave, 
goals will be reviewed and the Safety Plan will be revised, if necessary. 
 
To help bridge the distance between clients and families and referring agencies, Perseus House programs 
have web conference capabilities and use Go to Meeting technology. This allows you to have “face-to-face” 
family therapy sessions and regular video calls with your child while he or she is in residential treatment. All 

http://www.gotomeetingcom/
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you need is access to a computer and a webcam. You will get an e-mail from your therapist with a meeting 
time and a link to click to join the meeting. 

 

Parent Group 
 

Perseus House’s Clinical Director and Director of Staff Development facilitate this supportive and 
educational opportunity. Parents/guardians of residents are encouraged to attend weekly two hour sessions 
at our Central Office in downtown Erie (depending on their geographical location). The residents join the 
group for the second hour. The parent training consists of three components:   

1. Parent Support – group dialogue designed to provide an opportunity for parents to share 
experiences and problems and develop parenting strategies from open discussion and feedback. 

2. Parent to Parent Drug and Alcohol Awareness – group instruction designed to train participants in 
the skills, attitudes and abilities they may need to get their children through the adolescent years 
without significant drug and alcohol use. 

3. Skillstreaming with the Parent and Resident – specific skill curriculum of pro-social behaviors 
systematically taught and implemented with the group that utilizes modeling, role playing, 
performance feedback, and transfer training.   
 

The Parent Group remains open to parents and residents beyond resident graduation. 
 

  
Discharge Planning 

 
Discharge planning begins upon admission and is a continuous process throughout the resident’s treatment. 
The goal of treatment is to reintegrate the resident into a less restrictive environment. Reunification with 
family is the ultimate goal of discharge planning unless this option is not clinically recommended.  
 

Family input is crucial to discharge plans. The facility staff will work with you and any involved agencies to 
determine the best discharge plan for your daughter. The discharge plan identifies the proposed residence 
after discharge, projected discharge date, discharge criteria, possible barriers to discharge, and any referrals 
that may be indicated.  As part of our Total Quality Management Program and consistent with the Sanctuary 
Model, we will request your participation in an exit interview upon your child’s discharge from Perseus 
House.  The Associate Executive Director will contact you to schedule a short interview in person or by 
phone.  The purpose of the interview is to gather feedback regarding your child’s as well as your experience, 
to assist in assessing program effectiveness, potential changes and future development. 

 

Sexual Abuse and/or Harassment Policy 
 

Perseus House adheres to a zero tolerance policy related to reports of any sexual abuse and/or sexual 
harassment.  Upon admission residents are educated on the definition of sexual abuse and sexual 
harassment.  Clients are provided multiple ways to report abuse or harassment. Options include reporting it 
to the counseling or medical staff, following the steps outlined in the attached Perseus House Grievance 
Procedure or a request to speak with the Associate Executive Director in person or via interoffice mail.  
Perseus House works in agreement with the local Crime Victim Center to address reported abuse.  
Allegations of sexual abuse or sexual harassment involving potentially criminal behavior are referred for 
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investigation to the local or state police. When an allegation is referred to the police, the police will 
investigate the complaint. Depending on the findings, Perseus House will file the report in the youth’s 
record and, if necessary, take action on the findings. 
 
 

PERSEUS HOUSE, INC. 
 

VISION STATEMENT 
 

To excel in comprehensive and integrated care for youth and families. 
 

MISSION STATEMENT 
 

To serve youth and families through evidence based programming designed to promote pro-social behavior and healthy 
lifestyles. 

 

VALUES 
 
We value: 
1.    Respect – the inherent dignity and self-worth of each individual. 
2.    Responsibility – being accountable for one’s own actions.  
3.    Integrity – honesty and trustworthiness as the focus of all our actions. 
4.    Personal Growth – fostering the healthy development of body, mind, and spirit.   

 
Perseus House embraces the Sanctuary® Model, which is a method for creating a trauma informed, trauma sensitive 
culture.  We employ the Seven Commitments of the Sanctuary® Model in our daily interactions, which are: 
 

1. A commitment to Nonviolence – being safe (physically & emotionally), with others (socially) and to do 
the right thing (morally).  

2. A commitment to Emotional Intelligence – managing our feelings so that we do not hurt ourselves or others. 
3. A commitment to Social Learning – respecting and sharing each other’s ideas.  
4. A commitment to Democracy – shared decision making.  
5. A commitment to Open Communication – saying what we mean and not being mean when we say it.  
6. A commitment to Social Responsibility – together we accomplish more, everyone has a part in making our 

community just and fair, especially in times of conflict. 
7. A commitment to Growth and Change – creating opportunities for positive change and a hope for a better 

future. 
 

Principles of  S.E.L.F. 
 

We clearly understand that when a person experiences trauma, a sense of Loss is created. When a loss is experienced, a 
person may feel overwhelming Emotions. These overwhelming emotions often lead to unsafe and anti-social behavior. 
This unsafe behavior has consequences on a person’s Future. Perseus House embraces the ability to provide evidenced 
based programming in a Safe environment that promotes healing and the framework for a new beginning. 
 
 We are committed!  Are you? 
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Andromeda House, a Division of Perseus House 

CONTACT INFORMATION 
 
ADDRESS:    
39132 Mt. Pleasant Road 
Spartansburg, PA 16434 
 
PHONE:  814-694-2324 
FAX: 814-694-2118 
 
 
FACILITY DIRECTOR:  Kathy Komenda 
 
 
ASSISTANT DIRECTOR:  Robert Vollentine 
 
 
CASE MANAGER:  Kerry Pondel 
 
 
PSYCHIATRIST:  Dr. Dennis Borczon, MD 
 
 
MENTAL HEALTH THERAPIST: Ashley Hall 
 
 
NURSE:  Beth Kent, RN ext. 173 
       Tammy Geer, RN ext. 173 
 
 
Classroom is located at the Collaborative Learning Center in Union City-St. Teresa’s Church (AH-CLC) 
814-438-6198 
 
TEACHER:  Lindsey Troyer 
TEACHER’S AIDE: Linda Blok 
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BEHAVIOR MANAGEMENT PROGRAM 
“RECOGNIZING FANTASTIC BEHAVIOR” 

 
  The behavior management program at Andromeda House is one that builds on the positive 
behavior of our clients. Simply put, we put emphasis on the client’s positive behavior to counter negative 
behaviors and encourage success. Through this philosophy, consequences of client’s actions are 
natural/logical and immediate for both positive and negative behaviors. The goal is to accentuate the 
positive actions of the clients to help reinforce those behaviors, and motivate the client to make the right, 
pro-social choice in any given situation. 

 
At Andromeda House, there is a daily card that the clients have that enables them to earn 

“Fantastic Behavior Points” from their positive actions. On the card, there are different categories that 
are derived from the clients’ daily routine and responsibilities. Clients have the opportunity to earn points 
for each category, including the social skill of the week from participation in group therapy to completing 
their treatment goal. A treatment goal is also developed from the client’s treatment plan. This gives the 
clients an opportunity to incorporate their behavior with their treatment goals on a daily basis and 
experience success. The card is a tool that helps the clients recognize their successes and build on their 
strengths.  
 

“Recognizing Fantastic Behavior” is a system that is designed to help motivate clients to engage 
in pro-social interactions by utilizing the social skills they acquire while in treatment.  Clients can earn and 
save points to use at their discretion to reward themselves for their positive behavior. On a designated day 
and time, the clients can decide to spend their points on a reward of their choice at the “Resident Store”. 
Staff will keep track of each resident’s total points. Residents may reward themselves by choosing ONE 
item each time in exchange for the points that they have earned. Each itme has a corresponding point value 
depending on its value.  
 

In conclusion the “Recognizing Fantastic Behavior” system helps clients recognize their potential 
and build self-esteem through skill building and reinforcing positive behaviors. This gives the clients the 
opportunity to be responsible for their own behaviors and encourages them to continue to become positive 
and productive citizens in their community. 

PRIVILEGES 
 Each resident will be allowed basic privileges once she completes her intake (at least two weeks after 
arrival.)  Further privileges will be awarded based on the resident’s progress in her treatment and may be 
applied for after her intake is completed and then weekly.  Prior to the weekly staff meeting, the resident 
may request a privilege by submitting a letter to staff with reasons why she feels that she has earned the 
privilege.  Some of the privileges that can be applied for include: 
 

- Radio Time 
- Late Bed Time 
- Snack Pick etc. 

  
 To put it simply: privileges are earned. Your daughter’s compliance with rules, daily expectations and 
treatments goals as well as being kind, truthful and respectful to others, will determine if your daughter earn 
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privileges. Remember that as stated before, all of what we do is based on trust and respect. These are 
important qualities to have when you are earning privileges. 
 
*All privileges and consequences are used at staff discretion and under supervision of staff.  Furthermore, a 
privilege may be suspended at any time as a logical consequence for abusing it or as a result of 
other negative actions resulting in the loss of staff trust necessary to maintain the privilege. 

 
 

NATURAL/LOGICAL CONSEQUENCES 
 There are consequences to every action, both positive and negative. Consequences are designed to 
help residents reflect on unhealthy behaviors or attitudes, and recognize the accountability that they have to 
others and their own personal success. They are responsible for their behavior and attitude, which are 
determined by the choices that they make. Some of the consequences for positive treatment performance 
and behavior may include: 

 
1. Award of privileges* 
2. Increased responsibility and trust 
3. Increased role in helping or teaching others 
4. Special or formal recognition through various incentive programs 

 
*There are a variety of privileges that the resident is eligible to EARN on a daily basis. To maintain the sue 
of these privileges the resident must demonstrate positive behavior and follow the house structure and rules.  
 
 

Some of the more formal consequences for serious misbehavior are: 
 

• Suspension of one or more privileges due to not earning the privilege 
• Special clinical assignments that relate to the incident 
• “ Staff shadow” or “in staff sight.” This requires the resident to remain with a staff member 

at all times. 
• “Taking a Break” . This allows the resident time to reflect upon her performance and 

develop a plan for an alternative, more appropriate behavior. A staff member will assist the 
resident during this break. 

• -Sanctuary Refocus Time or Day. This allows the resident to get re-focused on the unit rules 
and expectations, treatment expectations and to reflect in a more structured setting on her 
performance and develop a plan for alternative, more consistent appropriate behavior. A 
staff member will assist the resident during this assigned time.  

• Legal charges for illegal behavior such as property damage or assault to staff or peers, 
including restitution and/or community service.  

 
 

SUSPENSION OF PRIVILEGES 
Major Infraction:One or more of a resident’s privileges will be suspended if she exhibits any serious 
behaviors *such as: 
 

• Physical aggression 
• AWOL (Running away or attempting to run away) 
• Theft 
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• Property destruction 
• Institutional Vandalism (Threatening to do harm to someone or something) 
• Terroristic threats 
• Sexual acting out 
• Smoking/drugs/alcohol/contraband 
• Endangering the welfare of a child, of yourself, or of staff. 

* With unspecified behaviors, staff will use their own discretion. 
 
Guidelines: 
1.   The resident will be required to meet with staff as soon as possible to process the incident and to 

develop an appropriate Action Plan. 
2.   Natural/logical consequences will be assigned per Action Plan 
3.   Crisis/Safety Plan will be revised as necessary 
4.   Individual session will be provided with Mental Health Therapist as indicated. 
 

Typical Daily Schedule 
Monday-Friday  
6:00 to 7:00  Wakeup/Hygiene 
7:00 to 7:45 Breakfast/Meds/Chores 
7:45 to 8:00 Morning Community Meeting 
8:00 to 8:30 Transport to school 
8:30 to 2:30  School 
2:30 to 3:00 Transport to Facility 
3:00 to 3:30  Snack and Afternoon Community Meeting 
3:30 to 4:00 Exercise/Gym 
4:00 to 5:00  Dinner prep/Recreation time 
5:00 to 6:00  Dinner  
6:00 to 7:00 Phone Calls  
**Thursdays from 6:00 to 9:00 is Parent Group in Erie** Fridays group activity 
7:00 to 8:00 Group (Monday-Sanctuary, Tuesday-Anger Control *3:00-4:00, Wednesday-
Moral Reasoning, Thursday-Empathy, Friday-SkillStreaming *at the school 1:30-2:30, 
Sunday-Education/Cultural Diversity) 
8:00 to 9:00 Quiet Hour/Meds/Showers 
9:00 to 9:30  Hygiene/Bedtime/Lights Out 

 
Saturday-Sunday 
8:30 to 9:00   Wakeup/hygiene/Meds 
9:00 to 10:00   Breakfast 
10:00 to 1:00   Community Meeting/Thoroughs 
1:00 to 2:00   Lunch  
2:00 to 3:00   Free Time or **Sunday Family Visiting from 1:00 to 5:00** 
3:00 to 3:30  Snack/Afternoon Community Meeting 
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3:30 to 4:30   Recreational Time 
4:30 to 6:00  Dinner prep/Dinner/Chores 
6:00 to 9:00  Group Activity/Outing or Recreational Time 
9:00 to 9:30  Hygiene/Bedtime 
 
**every other Saturday is Girls night or movie night 
**Schedule is tentative and may be changed due to outings/community service ect. 
 

CONTRABAND LIST 
There are two types of contraband, those your daughter may use but are kept locked up or in staff’s 
possession for safekeeping and those that are not permitted in the facility for any reason.  *Staff discretion 
may be used regarding all contraband. 

 
NOT PERMITTED (NO EXCEPTIONS) 

1. Any wall decorations with sexually explicit and/or drug or alcohol references. 
2. Cigarettes, cigars, chewing tobacco. 
3. Lighters, matches. 
4. Weapons including knives and guns. 
5. Any glass objects or containers. 
6. Aerosol cans. 
7. Black pens. 
8. Any sharp objects that could be used to harm oneself or others. 
9. Drug paraphernalia or drug associated items. 
10. Cell phones and music players. 
11. Televisions and video games consoles.  
12. Products containing alcohol (unless medically prescribed). 

 
Items permitted but locked up or kept in staff office: 

1. Razors, nail files, nail clippers, nail polish and tweezers (you may not share these). 
2. Money unless approved for a special occasion or if given as a gift (birthday or Christmas).  Any 

money will be kept locked in the Assistant Director/Director’s office in a locked box with a ledger.  
Clients must have approval to spend any money. 

3. Food, candy, or drinks. 
4. Jewelry. 
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Rules for Family Visits On-Grounds 
 

Andromeda House ITU 
             

 
1. Only persons listed on the P.O./Caseworker approved visitation list are permitted on-grounds 

during visits. 
2. Cigarettes and lighters are not permitted in the building. Smoking is NOT permitted in the facility or 

anywhere on Brighter Horizons property.  
3. Staff will direct each family where to visit. 
4. Families may visit with their children only, not other clients. 
5. Clients and families must obey house rules and boundaries during visits.   
6. Any family member who is under the influence of alcohol and/or drugs will not be permitted to 

visit.   
7. Any family member who is ill is asked to refrain from visiting that week.   
8. No food or drink is permitted in the facility.  
9. Cell phones are not permitted in the building during visitation.  
10. No purses or bags are permitted in the facility.  Coats are to be left in staff office upon entering and 

picked up upon exiting. 
11. Once you arrive for visitation you cannot go in and out of the building.  If you choose to leave, then 

your visit is ended. 
 

Visitation is to take place on Sundays between 1:00 p.m. and 5:00 p.m. Please do not arrive 
early.   

If there are circumstances that prohibit visitation on Sundays alternative arrangements may be 
scheduled upon authorization of the Andromeda House ITU  Staff.  We are flexible with 
scheduling on-grounds visits to ensure quality family time while meeting the scheduling needs 
of the family. 

 

• Visits may be terminated by staff if the above rules are not followed. 
• Please read, sign, and date this form and then return to facility staff. 

 

             Date:    

Client 

             Date:    

Signature of Parent/Guardian 

             Date:    

Signature of Witness 
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SUPPORT/ADVOCACY FOR FAMILY MEMBERS 
 
In Erie County, a variety of organizations provide an array of support services to families that have a child in the 
mental health, child welfare, and/or juvenile justice system(s). The following list includes several names of local 
agencies and advocacy groups that offer support. Please contact the Case Manager, Miranda Croston ext 171, for 
more details or help in finding support/advocacy for you and your daughter.

The Achievement Center 
4950 West 23rd Street 
Erie PA 16506 
814-459-2755 
 
Affinity Support Services 
1324 West 38th Street 
Erie PA 16508 
814-835-1700 
 
ARC of Erie County 
1062 Brown Ave #400 
Erie, PA  16502 
814-452-4865 
 
Bethesda Trinity Center 
462 West 18th Street 
Erie, PA  16502 
814-454-6244 
 
Crime Victim Center of Erie County 
125 West 18th Street 
Erie, PA 16501 
814-455-9414 
 
Crisis Services 
1330 West 26th Street 
Erie, PA  16508 
814-456-2014 
 
Barber National Institute 
136 East Avenue 
Erie, PA  16507 
814-453-7661 or 814-459-4211 
 
Lakeshore Community Services 
1350 West 26th Street 
Erie, PA  16508 
814-456-9962 
 
Mental Health Assoc. of NW PA 
1101 Peach Street 
Erie, PA  16501 

Millcreek Community Hospital/Inpatient 
5515 Peach Street 
Erie, PA  16509 
814-868-827 
 
SafeNet 
1702 French Street 
Erie, PA  16501 
814-455-1774 
 
Counseling Services Center of Corry 
45 East Washington Street 
Corry, PA  16407 
814-664-7761 
 
Erie County Care Management 
1611 Sassafras Street 
Erie, PA  16502 
814-528-0600 
 
Erie County OCY 
154 West 9th Street 
Erie, PA  16501 
814-451-6860 
 
Erie County Parent Network 
814-871-5140 
 
Family Services 
5100 Peach Street 
Erie, PA  16509 
814-866-4500 
 
Safe Harbor Behavioral Health 
1130 West 26th Street 
Erie, PA  16508 
814-459-9300 
 
Stairways, Inc. 
Case Management Support Services 
2910 State Street 
Erie, PA 16508 
814-454-5686
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PERSEUS HOUSE, INCORPORATED 
 

ORGANIZATIONAL POLICY AND/OR PROCEDURE 
 
                 SECTION: Client – (general) 
 
 
TITLE: CLIENT RIGHTS                                  
 
 
APPROVAL:  Mark Amendola, Executive Director 
 
DATE ISSUED: September 20, 1994                                      Page 1 of 2 Pages 
DATE REVISED:  September 5, 2001 
 

 
 
POLICY:  As a matter of policy clients shall be kept informed of the following rights and shall not be 
denied the following specific and civil rights by reason of treatment: 

 
Client Rights in Treatment: 

 
A. I have the right to be treated without discrimination because of race, color, religious creed, disability, 

handicap, ancestry, sexual orientation, national origin, age, sex, or marital status. 
 
B. I understand that I may not be deprived of any specific or civil rights by reasons of treatment. 
 

1. I may not be abused, mistreated, threatened, harassed or subject to corporal punishment, and 
I have the right to receive protection under prevailing protective service and child abuse 
regulations. 

2. I may not be subjected to unusual or extreme methods of discipline. 
3. I have the right to be treated with fairness, dignity, and respect. 
4. I have the right to be protected from unreasonable search and seizure. 
5. I have the right to be informed of the rules of the facility. 
6. I have the right to make telephone calls.  I understand that they may be limited by staff, 

referring agency, or court as reasonable and justified in the framework of treatment. 
7.   I have the right to visit with my family at least once every two weeks, at a time and place 

convenient for my family, myself and the facility. 
8.  I have the right to receive and send mail. 
9. I have the right to communicate and visit privately with my attorney. 
10. I have the right to consult privately with the clergy/religious persons of my choice. 
11. I have the right to practice the religion or faith of my choice. 
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Client Rights  
Policy and/or Procedure 
Page 2 of 2 
 

 Client Rights in Treatment   (Continued): 
12. I have the right to appropriate medical, behavioral health and dental treatment. 
13. I have the right to rehabilitation and treatment. 
14. I have the right to be free from excessive medication. 
15. I have the right to clean, seasonal clothing that is age and gender appropriate. 
16. I have the right to maintain approved personal belongings. 
17. I have the right to receive adequate food and nutrition and offer input regarding personal 

preference and tastes. 
18. I have the right to have access to an educational program. 
19. I have the right to receive protection under organizational policies regarding confidentiality.   
20. I have the right to access the Grievance Procedure. 

 
C. I may review Perseus House, Inc. reports in my personal case file with the following in mind: 

 
1. I am required to request an appointment if I wish to review my case file with my Personal 

Counselor or Facility Director.  
2. A staff member may take out portions prior to my review, if he or she determines that such 

an inspection by me is likely to negatively affect my healthy development or progress in 
treatment.  (If this happens, it will be noted in my file.) 

3. I understand any sharing of case file information with me must be supervised by a facility or 
site supervisor in order that proper assistance and guidance is insured. 

4. I may request the correction or removal of information I feel is inaccurate or irrelevant, and I 
may submit rebuttal (responding) statements or add memorandum statements to my records 
through my Facility Director. 

5. I can expect an explanation from my staff if my records are denied, and I can appeal the 
decision if I want to. 

6. If I choose to appeal the decision, I must write a request to appeal with an explanation and 
submit it to my Facility Director. I will receive a response within 10 days. If I want to appeal 
that response, I can forward a second written appeal to the Executive Director, whereupon a 
final response will be provided within 15 days. A written note of the decision will be placed 
in my case file. 

____________________________________________  ________________________ 
Signature of Client       Date 
 
____________________________________________  ________________________ 
Signature of Witness       Date 
 
____________________________________________  ________________________ 
Signature of Parent/Guardian       Date 
 
A copy has been offered to the Client:                    _______(initial)     _______(initial)     ___/___/___ 
                                                                                accepted                  rejected                       Date 
A copy has been offered to the Parent/Guardian:    _______(initial)     _______(initial)     ___/___/___ 
                                                                                accepted                  rejected                       Date 
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PERSEUS HOUSE, INCORPORATED 
 

ORGANIZATIONAL POLICY AND/ OR PROCEDURE 
 

              
       SECTION: _Client_- (general) 
 
 
TITLE: Grievance Procedure for Clients and Family Members 
 
 
APPROVAL:  Mark Amendola, Executive Director 
 
 
DATE ISSUED:  November 30, 1995                                         Page  1    of   2  Pages 
DATE REVISED:  October 20, 2011 
             
 
A formal grievance procedure is available through which any client and/or any client’s family 
member(s) can receive a personal response to serious difficulties experienced in any of the following 
areas: 
 

a.)  treatment or transitional service delivery 
b.)  physical or emotional involvement of staff members 
c.)  physical or emotional involvement of other clients 
d.)  matters of group or personal safety 
e.)  an alleged violation of specific or civil rights 

 
Should a client and/or client’s family member(s) have serious difficulties in any of these areas and feel 
that the response from the immediate staff members has not been satisfactory, the following grievance 
response procedure can be followed: 
 
1. Submit to the Facility Director in a sealed envelope a written description of:  

(a) the difficulty concerned 
(b) how it was communicated to staff 
(c) what the staff response was, and  
(d) why this is an issue of concern   
 
The grievance should be filed within ten (10) days of the incident. 

 
2. Within five (5) days of the receipt of your grievance, the Facility Director shall respond to the issue 

in writing.  A verbal discussion shall occur with the Facility Director within the five (5) day period 
as well. 
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Policy and/or Procedure 
Page 2 of 2 
 
3. If the response is not satisfactory the client and/or family member(s) may, within five (5) days of the 

response, appeal to the Associate Executive Director.  The Associate Executive Director shall 
respond within five (5) days to this appeal. 

 
4. Further appeal may occur to the Executive Director within five (5) days of the Associate Executive 

Director’s response. The Executive Director shall respond in writing within ten (10) days of this 
appeal.  The appeal to the Executive Director is considered final within the agency, but not the last 
option. 

 
5. Appeal may be made to the Executive Director’s decision within five (5) days of receipt of the 

response as follows: 
 

• In cases in which the client has been referred by the Office of Mental Health, appeal may be 
made to the local County Mental Health/Mental Retardation Administrator.  The address and 
contact person for this appeal shall be provided to the client and/or family member(s) by the 
Chief Operating Officer upon request. 

 
• For all other clients and/or their families, appeal may be made to the Chair of the Board of 

Directors. 
 
 
I have read this Grievance Policy and Procedure and have had an opportunity to discuss it. 
 
_______________________________________  ___/___/___ 
Signature of Client      Date 
 
_______________________________________  ___/___/___ 
Signature of Parent/Guardian      Date 
 
________________________________________  ___/___/___ 

Signature of Witness      Date 
 
 

 
A copy has been offered to:    Client                    _______(initial)     _______(initial)     ___/___/___ 
                                                                             accepted                  rejected                       Date 
 
                                                Parent/Guardian    _______(initial)     _______(initial)     ___/___/___ 
                                                                              accepted                  rejected                      Date 
                               

 
C:  Policies & Procedures/Client - (general)/Grievance Procedure for Clients & Family Members (rev. 10/20/11)  -cd  
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PERSEUS HOUSE, INCORPORATED 

 
ORGANIZATIONAL POLICY AND/OR PROCEDURE 

 
 

                SECTION: Client – (general) 
 
 
TITLE: Restrictive Procedure Usage in the Psychiatric Residential Treatment Facilities 
 
 
 
APPROVAL:  Mark Amendola, Executive Director 
 
DATE ISSUED: August 6, 2001                                   Page 1 of 5 Pages 
DATE REVISED: June 1, 2011 
 
Purpose 
 
 To provide guidelines for the use of restrictive procedures in Perseus House, Inc.’s Psychiatric 
Residential Treatment Facilities.  This procedure is in compliance with the Center for Medicare and Medicaid 
Services (formerly the Health Care Financing Administration) Federal Register Volume 66, Numbers 14 and 
99. 
 

Definitions 
 

• Restrictive procedures: time out and therapeutic hold (restraint) techniques. 
• Time Out: the restriction for a period of time to a designated area from which the resident is not 

physically prevented from leaving, for the purpose of providing the resident an opportunity to regain 
self-control.  Time out is a voluntary action by the resident and there should be no indication that 
coercion or intimidation was utilized by staff. 

• Emergency safety situation: unanticipated resident behavior that places the resident or others at serious 
threat of violence or injury if no intervention occurs and that requires an emergency safety intervention.  

• Emergency safety intervention: the use of a therapeutic hold (restraint) as an immediate response to an 
emergency safety situation.   

 
Restrictive Procedures 
 

1. A restrictive procedure may not be used in a punitive manner, for the convenience of staff persons or as 
a program substitution.  

2. For each incident in which use of a restrictive procedure is considered, every attempt shall be made to 
anticipate and de-escalate the behavior using less intrusive behavioral interventions. Less intrusive 
interventions include the use of verbal and non-verbal de-escalation techniques by trained staff, such as 
reducing environmental stimuli, providing a quiet/comfort room and allowing time for the individual to 
verbalize concerns. 

3. Staff should suggest that a resident use his/her safety plan, including use of time out when less 
restrictive measures have not been effective to de-escalate the behavior. 
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4. Time out may take place in the area of activity of other residents or in a designated area away from 

other residents or activity, such as in the resident’s room. 
5. Staff must monitor the resident throughout the time out episode. 
6. The staff person that requests and/or observes the time out is required to complete a Time Out Record. 

This report shall include: time of initiation, progression of behaviors during the time out episode, time 
of ending the time out, and the resident’s disposition at the end of time out. 

7. Seclusion, defined as placing a resident in a locked room or physically holding the door shut, is 
prohibited. 

8. Mechanical and chemical restraints may not be utilized in any Perseus House, Inc. facility and will not 
be authorized. 

9. Prone position manual restraint is prohibited. Due to the unpredictability of physical crisis intervention, 
emergency situations may arise where a client ends up face down. In these instances, staff should use a 
transitional movement to another therapeutic hold position as safely as possible. 

10. Any order for a therapeutic hold shall be the least restrictive intervention that is likely to be effective 
and may only be imposed at the time of an emergency safety situation.  

11. A therapeutic hold technique may only be used under the following circumstances:                
            (a) to prevent a client from injuring him/herself or others.  

      (b) to prevent a client from absconding from a court-ordered placement.  
12. The order for a therapeutic hold must be by the treatment team psychiatrist. If he or she is not available, 

the psychiatrist covering for the treatment team psychiatrist may order the therapeutic hold. 
13. If the practitioner is not present at the facility, a registered nurse or other licensed staff such as a 

licensed practical nurse shall obtain the verbal order while the emergency safety intervention is being 
initiated by staff or immediately after the safety intervention ends.  In the case of off hours nursing 
availability, nursing staff will be on-call and upon initiation of the emergency safety intervention, shall 
be paged and required to be present at the facility where the emergency safety intervention is initiated 
within one hour of the initiation of the intervention.  

14. Each order for a therapeutic hold (restraint) must be limited to no longer than the duration of the 
emergency safety situation and under no circumstances exceed four hours for residents ages 18 to 21; 
two hours for residents ages 9 to 17; or one hour for residents under age 9. 

15. Should the emergency safety situation extend beyond the time of the order, licensed staff must contact 
the ordering licensed practitioner for guidance.   

16. At a minimum, the ordering practitioner must be available to staff at least by phone during the duration 
of the emergency situation. Documentation of all orders must be admitted into the resident’s record and 
signed.  In the case of a verbal order for a therapeutic hold, the ordering practitioner must countersign 
the verbal order.  

17.  Each party involved in restrictive procedures may only perform as permitted by the training and scope 
of their individual discipline. Only staff trained and current in Safe Crisis Management are permitted to 
participate in therapeutic holds. 

18.  A client must be released immediately from the therapeutic hold when there is no longer a threat or 
risk to the individual or staff, even in the event that the client does not immediately comply with staff 
instructions. 

19.  Within one hour of the emergency safety intervention, and when the therapeutic hold is removed, a 
face-to-face assessment of the physical and psychological well-being of the resident must be conducted.   
The face-to-face assessment is preferably conducted by a physician.  However, if a physician is not 
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available a certified registered nurse, a physician’s assistant, or a certified registered nurse practitioner 
may also conduct the assessment, within one hour of the initiation of the intervention. 

20.  Any client injured as a result of an emergency safety situation will immediately receive medical 
treatment from qualified medical personnel. 

21.  The family, guardian, or custodian must be notified as soon as possible after the initiation of any 
emergency safety intervention.  If the child is in the custody of Children & Youth, the custodial county 
Children & Youth agency shall be notified.  The facility must document in the resident’s record who 
has been notified of the emergency safety intervention, including the date and time of the notification 
and the name of the staff person providing the notification.  

22.  At admission, each resident and his/her parent or legal guardian shall be informed of this    policy.  If 
necessary, individuals may contact the State Protection and Advocacy Organization at 1-800-692-7443.  
Disability Rights Network of PA, Harrisburg Office 1414 N. Cameron St., Suite C, Harrisburg, PA 
17103. 

23.  All therapeutic holds require the submission of a completed Special Incident Report. The client’s 
family may also receive a copy of the Special Incident Report upon request. 

 
Restrictive Procedure Plan 
 

1. A restrictive procedures plan shall be included in the Individualized Treatment Plan for any client that 
has a history of restraint within the year prior to the admission. 

2. If restrictive procedures are used on an unanticipated basis, a restrictive procedures plan is required 
after any type of restrictive procedure is used four times for the same client in any consecutive 3-month 
period. 

3. The plan shall be developed and revised with the participation of the client, the client’s parent and 
agency representative.  The plan shall be reviewed every 6 months and revised as needed. 

4. The plan shall be reviewed, approved, signed and dated by persons involved in the development and 
revision of the plan. 

5. The plan shall include specific behavior to be addressed, observable signals that occur prior to the 
behavior and the suspected reason for the behavior. 

6. The plan shall include the behavioral outcome desired and shall be stated in measurable terms.  The 
plan shall include methods for modifying or eliminating the behavior.  The plan shall include the types 
of restrictive procedures that may be used and the circumstances under which the restrictive procedures 
may be used. 

7. The plan shall include the length of time the restrictive procedure may be applied. 
8. The plan shall include health conditions that may be affected by the use of the specific restrictive 

procedure. 
9. Copies of the plan shall be kept in the client’s record. 
 
Restrictive Procedure Training 
 
1. Restrictive procedures may be utilized by those who have undergone and proven competency in Safe 

Crisis Management training and do so in accordance with this policy. 
2. Restrictive procedure training shall include de-escalation techniques and alternative nonrestrictive 

strategies and address the client’s feelings after the use of restrictive procedures. 
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3. Restrictive procedure training shall include child development principles appropriate for the age and 
weight of the clients served. 

4. Restrictive procedure training shall include a testing process to demonstrate understanding and ability 
to apply specific procedures. 

5. All staff members will receive Cardiopulmonary Resuscitation (CPR) training on an annual basis. 
6. A record of the training including the person trained, date, source, name of trainer and length of 

training shall be kept. 
 
Post Intervention Debriefing  
 

1. Within 24-hours after a resident has been therapeutically held, staff involved in the emergency safety 
intervention and the resident shall participate in a face-to-face discussion.  An exception may be 
granted if the physical presence of a particular staff person jeopardizes the well-being of a resident.  
Other staff and family members, guardians, or custodians may participate when deemed appropriate by 
the facility.  The purpose is to identify the circumstances resulting in the therapeutic hold, if necessary, 
develop alternate treatment strategies.   

 
       2. Within 24-hours after a resident has been therapeutically held by staff, a debriefing and    review of the 

situation that required the therapeutic hold by all staff involved in the incident as well as appropriate 
treatment team members, supervisors, and administrative staff shall occur to identify areas requiring 
modification to administrative policies and procedures, and if injuries were present, to prevent future 
injuries.   

3. Documentation of the above meetings shall be recorded in the resident’s record.   
 
   Facility Reporting 
 

1. No later than the close of business the next day following the occurrence, the facility must report to the 
State Protection and Advocacy System and Medicaid agency any serious occurrence involving the 
resident such as death, serious injury, or a suicide attempt.  The facility shall indicate whether a manual 
restraint was used during or immediately prior to any death or injury.  The Chief Operating Officer will 
report any serious occurrence. 

2. Deaths must be reported to the Center for Medicare and Medicaid Services Regional Office.  Reports 
must be reported no later than the close of business the next day after the resident’s death.  The Chief 
Operating Officer will report any deaths. 

 
Physician Therapeutic Hold (Restraint) Orders  
 

1. Nursing staff will verify that all verbal orders are signed by the ordering physician, 
not any substitute physicians, as soon as possible. 

2. The Nursing Coordinator will review all therapeutic hold (restraint) data to verify that all 
       verbal orders are signed by the ordering physicians. 

 
Signature of Client:           Date:    
Signature of Parent or Guardian:         Date:    
Signature of Witness:          Date:    
 
 
*Copy provided to client______    parent/guardian_______ 
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FAMILY HANDBOOK 
RECEIPT VERIFICATION 

 
 
 
 

THE FAMILY HANDBOOK FOR THE Andromeda House ITU 
 
HAS BEEN PROVIDED TO_____________________________________,        
     
WHO IS THE PARENT/GUARDIAN OF_____________________________________. 
 
 
THE EXPECTATIONS FOR FAMILY INVOLVEMENT IN RESIDENTIAL 
TREATMENT HAVE BEEN REVIEWED AND EXPLAINED.  
 
THE FOLLOWING POLICIES AND/OR PROCEDURES HAVE BEEN PROVIDED 
TO _______________________________, WHO HAS BEEN GIVEN THE 
OPPORTUNITY TO ASK QUESTIONS FOR CLARIFICATION: 
 
 
• RULES FOR ON-GROUNDS VISITATION 
• CLIENT RIGHTS 
• GRIEVANCE PROCEDURE FOR CLIENTS AND FAMILY MEMBERS 
• RESTRICTIVE PROCEDURE USAGE POLICY 
 
 
The handbook was hand delivered_____ or mailed_____ on_____/_____/_____. 
        (Please check appropriate box above)           Date 

 
The handbook was also reviewed in person_____ or by phone_____ on_____/____/____. 
         (Please check appropriate box above)                          Date 
 
 
______________________________________________________   _____/_____/_____ 
Signature of Staff/Title             Date 
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