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Welcome to Springboard Community Services 

We would like to welcome you to Springboard Community Services. It is our mission to 
transform the lives of children and adults by providing opportunities to build self-confidence, 
resilience and hope. 

Our team is comprised of a diversely talented group of people.  Our approach is to assess 
clients based on their individual needs and to assign them the most appropriate staff member. 
We treat each situation differently and make certain to address all aspects of a client’s 
particular situation.  

You will be an important part of the treatment team.  Your participation begins with the 
orientation and assessment process, carries on through the treatment planning process, when 
you will set goals for your treatment and help evaluate your progress.  

You will also have the opportunity to provide feedback or input about your services. This can 
be done through the treatment planning and review process described, as well as through our 
survey process that we will invite you to complete in the lobby of each office location. 

What to Expect 

At your first appointment, you will meet with a staff member to begin the assessment process, 
which includes a psychosocial assessment and other assessments if necessary.  This is in an 
effort to understand your needs so that we can develop an effective plan of treatment that will 
address those needs and improve the likelihood that you will succeed. You will be expected to 
participate in planning, and reviewing your treatment, and implementation of your goals. 

Minor Clients 

It is the responsibility of SCS that prior to providing clinical services for a minor (child under 
the age of 16 years old), staff must obtain consent for treatment from the appropriate legal 
custodian(s). If the client is 16 years of age or older, they can consent for treatment without 
parental consent. During the initial intake, staff must complete the Consent to Treat a Minor 
form for any client under the age of 18. The following applies: 

• If the minor’s family is intact (parents are married and/or currently living together) the 
Consent to Treat a Minor form only needs to be signed by one parent prior to the 
initiation of treatment.  

• If there is a custody agreement in place that indicates that both parents share legal 
custody, a copy of the custody order must be received before treatment is initiated. 
The Consent to Treat a Minor form must be signed by both parents who share 
custody, prior to the initiation of treatment.  

• If there is a custody agreement in place that indicates that only one parent has sole 
legal custody, a copy of the custody order must be received prior to the initiation of 
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treatment. The Consent to Treat a Minor form must be signed by the custodial parent 
indicated in the custody agreement, prior to the initiation of treatment. 

• If there is a Protective Order in place that indicates that one parent has sole legal 
custody, a copy of the Protective Order must be received prior to the initiation of 
treatment. The Consent to Treat a Minor form must be signed by the custodial parent 
indicated in the Protective Order, prior to the initiation of treatment. 

• If the minor’s parents are not intact and there is no custody agreement, the law has 
determined that both parents have equal rights. The Defacto Parent is defined as the 
parent who has assumed the responsibility for the minor child on a daily basis for a 
substantial amount of time. If the Defacto Parent is seeking services from SCS, and 
has indicated that the other parent’s location is unknown without a custody 
agreement, the  Defacto Parent will complete and sign the Non-Custodial Parent 
Location Affidavit & Verification form and an attempt to locate the other parent will be 
made(this includes if the other parent is incarcerated).  
 

If at any time during treatment, the non-custodial parent’s address becomes known, the staff 
person working with the minor must send the non-custodial parent a letter attempting to 
obtain consent for treatment. If at any time during the course of treatment, one of the 
custodial parents requests that treatment be terminated, the minor must be discharged from 
treatment, utilizing clinical discretion on the discharge transition plan.  
 
The service provided to minors shall remain confidential; However, Springboard Community 
Services will share information crucial to the safety of the minor (suicidal/homicidal ideation, 
threats, etc.) with the parent, responsible adult, or legal authority; and will inform the minor 
that this information is being shared for his/her own protection. 

Transition and Discharge 

As we move through the treatment process, we will have frequent discussion about the goals 
and objectives you have shared as well as the progress you are making. During these 
discussions, we will assess your treatment plan and develop tools to safely meet your needs in 
the community. 

Your participation in the treatment process is a crucial component to reaching your goals. 
Should there come a time that you, your family, guardian, and/or custodian are non-
participatory in treatment, you may be considered for discharge. If the non-participation is of 
such a degree that treatment at this level of care is rendered ineffective or unsafe, despite 
multiple documented attempts to address nonparticipation issues, SCS may have no option 
other than to discontinue services. In these instances, all efforts will be made to provider 
alternate resources and referrals to providers that may be more appropriate to meet tour 
needs.  
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A Few Other Things You Need To Know 

The well-being of our clients is paramount. We value safety and are committed to helping 
everyone lead a violence-free life. As a human services agency, we are bound by law to report 
if we have reason to believe that you are at risk to harm yourself or someone else. This may 
include a treatment team staffing to discuss with you the best approach to protect you and 
others, prescribing medications that will help you or referral to a hospital. 

If you have legally required appointments, sanctions, or court appearances, you are expected 
to let the staff know this information. It is your responsibility to make certain that you meet any 
legal requirements placed upon you by authorities. 

Springboard Community Services does not utilize restrictions in the form of personal seclusion 
or personal restraints under any circumstance.  Nor will SCS place any restrictions on your 
rights while you are in treatment. 

In some instances we are required to report or follow up with authorities if your treatment is 
mandated (ordered by a judge or other legal authority) regardless of whether or not your 
treatment is successful. 

Advance Directives: If you have Advance Directives, or a Living Will, you should share that 
with the staff.  If you would like to learn more about Advance Directives, ask your staff 
member for information. 

If for any reason we cannot provide the services you need, we will make sure you are 
referred to an appropriate alternative provider. 

Our staff members agree to follow a Code of Professional Conduct and Ethics.  This 
information is included later on in this Handbook. 

 

GENERAL INFORMATION 

Mailing Address and Phone Number 

Please have all mail delivered to our clinical offices in this format: 

Springboard Community Services 

Baltimore City Office 

4623 Falls Road 

Baltimore, MD 21209 

Phone number: 410-366-1980 
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Services Offered 

• Consultation 
• Intake 
• Orientation 
• Group Counseling 
• Individual Counseling 
• Family Counseling 
• Case Management 
• Referrals 
• Community Resources 
• Recommended Literature 
• Discharge Planning 
• Emergency Housing 

After Hours Services 

For any life threatening emergencies, please dial 911 or go to your nearest emergency room. 
You may also reach Maryland’s Helpline by dialing 211 or contact your local crisis response 
hotline (operates 24 hours a day).  

Baltimore City: 410.433.5175 

Baltimore County: 410.931.2214 

For non-life threatening matters, such as urgent medication concerns, you may contact our 
after-hours line at 443.536.8316. 

Notice of Privacy Practices 

This notice describes how your protected health information (PHI) may be used and 
disclosed, and how you can get access to this information. Please review this notice carefully-
the privacy of your protected health information is important to us. 
 
Our Legal Duty 
 
We are required by applicable federal and state laws to maintain the privacy of your protected 
health information (PHI).  Protected health information is information that may identify you and 
that relates to your past, present, or future physical or mental health/condition and related 
health-care services. We will not use or disclose protected health information about you 
without your written authorization-except as described in this notice. 
 
We are required to give this notice about your privacy practices, our legal duties, and your 
rights concerning your protected health information. We must follow the privacy practices that 
are described in this notice while it is in effect. 
 



SCS Client Handbook Page 6 of 16 Revised 6/21/2021 

We reserve the right to change our privacy practices and the terms of this notice at any time- 
provided such changes are permitted by applicable law.  In the event we make a material 
change in our privacy practices, we will change this notice and provide it to you. 
 
 
Uses and Disclosures of Health Information 
 
We use and disclose protected information about you for treatment, payment, and 
healthcare/program operations as follows: 
 
Your Authorization 
 
In addition to our use of your protected health information for treatment, payment, or 
healthcare/program operations you may give us written authorization to use your PHI or to 
disclose it to anyone for any purpose. If you give us an authorization, you may revoke it in 
writing at any time (except where required by Court-ordered services). Your revocation will 
not affect any use or disclosure permitted by your authorization while it was in effect. Unless 
you give us a written authorization, we cannot use or disclose your PHI for any reason except 
those described in this notice. Please be advised that certain fees do apply when requesting 
your records and record requests will take up to 10 business days to process.  
 
Treatment 
 
With your authorization, we may use or disclose your protected health information to the 
referral source for purposes of treatment planning and coordination, reporting 
compliance/non-compliance issues, and referral to another additional service provider. 
 
Payment 
 
You will be made aware of all financial obligations and fees for services provided by the 
agency. We may use or disclose your protected health information to obtain payment for 
services we provide to you. This may include such activities as verification of coverage and 
billing/collection activities and related data processing. 
 
Healthcare/Program Operations 
 
We may use and disclose your protected health information in connection with our healthcare 
program operations. This may include such activities as quality assessment and improvement 
activities, reviewing the competence and/or qualifications of healthcare/program 
professionals, evaluating provider performance, conducting training programs, and 
accreditation, certification, licensing, and/or credentialing activities. 
 
Required by Law 
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We may use or disclose your protected health information when we are required to do so by 
law-including judicial and administrative proceedings. 
 
Abuse or Neglect 
 
We may disclose your protected health information to appropriate authorities if we reasonably 
believe that you are a possible victim of abuse and/or neglect, regardless of case disposition 
or discharge. We may also disclose your PHI to the extent necessary to avert a serious threat 
to your health or safety, or the health or safety of others- including, if we have good reason to 
believe that you are engaging in the abuse of a child or vulnerable adult. 
 
National Security 
 
We may disclose to authorize federal officials, protected health information required by lawful 
intelligence, counterintelligence, and other national security activities.  We may disclose to 
correctional institutions of law enforcement officials having lawful custody of protected health 
information as mandated by law. 
 
Appointment Reminders and Termination Notices 
 
We may use or disclose your protected health information to provide you with appointment 
reminders or to advise you that you are at risk for program termination. Such activities may 
include communication via telephone and voicemail messages, email, text messages and mail. 
 
Electronic Communications 
 
As part of your authorization to use your information as a means of contacting you, you will be 
given the opportunity to Opt In to both email and text messaging communications. By opting 
in, you are authorizing SCS to share information regarding the services you receive by text 
messaging and email. The type of information shared in these communications will be 
regarding the following: Upcoming appointment reminders which can include location, date 
and time of the appointment, cancellation of appointment and reminders of upcoming events.  
 
If you are in need of immediate assistance or in an emergency situation, do not use text 
messaging or email to try to obtain help. If there is an emergency, you are advised to call 911 
or go to your local emergency room for assistance. If there is an urgent matter regarding the 
services you are receiving at SCS, you will contact the employee by phone opposed to text 
message and/or email. Text messages and emails will not be answered outside of normal 
business operation hours. 
 
Social Media 
 
Springboard Community Services (SCS) respects the right of employees and client to engage 
in social media using the Internet and other technology. In order to protect both your 
confidentiality and the privacy of SCS employees, we require that all staff that are providing 
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direct service or supervising your direct service worker may not “friend” or “follow” an 
individual currently assigned to their caseload. This also applies to the individual’s caregivers 
and guardians.  
  
ePrescribe 
 
If you receive psychiatric (medication management) services from SCS, your psychiatrist or 
nurse practitioner will utilize ePrescribe to communicate with your pharmacy regarding 
submitting your prescriptions electronically, ordering lab work required when you are taking 
certain medications, etc. The pharmacy may need to review your personal health information 
in order to fill your prescriptions. In addition, all medications you are prescribed, diagnoses 
related to prescribed medications, as well as any allergy information will be recorded in the 
ePrescribe database for other medical professionals you work with to review in order to 
ensure coordination of care and minimize the risk of adverse medication reactions. 
 
 

CLIENT RIGHTS 

All individuals who apply for services, regardless of sex, race, age, color, creed, sexual 
orientation, gender, religion, disability, pregnancy, financial status or national origin are 
assured that their lawful rights as Clients shall be guaranteed and protected.  While being 
served, you the Client is assured and guaranteed the following rights: 
 
The right to be treated with consideration and respect for personal dignity, autonomy, and 
privacy;  

The right to service in a humane setting which is the least restrictive feasible as defined in the 
treatment plan;  

The right to be informed of one’s own condition, of proposed or current services, treatment or 
therapies, and of the alternatives;  

The right to a current, written, individualized service plan that addresses one’s own mental 
health, physical health, social and economic needs, and that specifies the provision of 
appropriate and adequate services, as available, either directly or by referral;  

The right to active and informed participation in the establishment, periodic review, and 
reassessment of the service plan;  

The right to be free from intellectual, emotional and/or physical abuse; 

The right to be free from abuse, financial or other exploitation, retaliation, humiliation, and 
neglect; 

The right to access to information pertinent to the Client in sufficient time to facilitate his/her 
decision making; 
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The right to informed consent or expression of choice regarding service delivery, release of 
information, concurrent services, and composition of service delivery team; 

The right to access or referral to legal entities for appropriate representation, self-help 
support services, and advocacy services; 

The right to freedom from unnecessary or excessive medication;  

The right to freedom from restraint or seclusion;  

The right to participate in any appropriate and available agency service, regardless of 
refusal of one or more other services, treatments, or therapies, or regardless of relapse from 
earlier treatment in that or another service, unless there is a valid and specific necessity 
which precludes and/or requires the Client’s participation in other services. This necessity 
shall be explained to the Client and written in the Client’s current service plan;  

The right to be advised of and refuse observation by techniques such as one-way vision 
mirrors, tape recorders, televisions, movies, or photographs;  

The right to have the opportunity to consult with independent treatment specialists or legal 
counsel, at one’s own expense;  

The right to confidentiality of communications and of all personally identifying information 
within the limitations and requirements for disclosure of various funding and/or certifying 
sources, state or federal statutes, unless release of information is specifically authorized by 
the Client or parent or legal guardian of a minor Client or court-appointed guardian of the 
person of an adult Client;  

The right to have access to one’s own psychiatric, medical or other treatment records, unless 
access to particular identified items of information is specifically restricted for that individual 
Client for clear treatment reasons in the Client’s treatment plan. “Clear treatment reasons” 
shall be understood to mean only severe emotional damage to the Client such that 
dangerous or self-injurious behavior is an imminent risk. The person restricting the 
information shall explain to the Client and other persons authorized by the Client the factual 
information about the individual Client that necessitates the restriction. The restriction must 
be renewed at least annually to retain validity. Any person authorized by the Client has 
unrestricted access to all information. Clients shall be informed in writing of agency policies 
and procedures for viewing or obtaining copies of personal records;  

The right to be informed in advance of the reason(s) for discontinuance of service provision, 
and to be involved in planning for the consequences of that event;  

The right to receive an explanation of the reasons for denial of service;  

The right not to be discriminated against in the provision of service on the basis of religion, 
race, color, creed, sex, national origin, age, lifestyle, physical or mental handicap, 
developmental disability, or inability to pay;  
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The right to know the cost of services;  

The right to be fully informed of all rights;  

The right to exercise any and all rights without reprisal in any form including continued and 
uncompromised access to service;  

The right to file a complaint; 

The right to have oral and written instructions for filing a complaint, and 

The right to investigation and resolution of alleged infringement of rights. 

 

AGENCY GRIEVANCE PROCEDURE 

The agency's Grievance Procedures are designed to afford clients the opportunity to discuss 
complaints with individuals other than those directly involved. 

The following procedure will be followed in handling client complaints: 
 
1.  If a client feels (s)he has not had fair access to service or has been subject to 
discriminatory or unfair action, (s)he is encouraged to bring his/her concerns to the attention 
of the involved staff member. If the issue(s) cannot be satisfactorily resolved at this level or if 
the client does not feel comfortable discussing their concerns with the involved staff member, 
the client is encouraged to submit the Client Complaint Form to the staff’s immediate 
supervisor. 
 
2.   The staff’s immediate supervisor is responsible for discussing the complaint with the client 
and staff within 5 working days of client’s initial contact with supervisor. If the client is still 
dissatisfied, (s)he has the right to appeal, in writing, to the Chief Program Officer (CPO) 
within 15 working days at which point the complaint will become a grievance.  The client will 
be advised as to the right to engage advocates or other assistance in the process. Clients will 
have the right to file a complaint without any impact to their care or fear of retaliation 
throughout the investigative process. 
 
3.   Within 10 working days, the CPO or designee will schedule and hold an appointment with 
the client. During the investigative process, the client served and the involved staff member 
will be interviewed; both parties will have the right to provide any relevant evidence and call 
upon any witnesses.   
 
4. The CPO or designee makes the final review of the grievance and will provide the client a 

written decision/resolution within 30 calendar days of the meeting. Should the 
investigation continue beyond 30 calendar days, the CPO or designee will inform the 
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client of the status of the investigation at the 30 day mark and an estimated date of when 
the investigation will be completed. 

 
5. The resolution letter will include acknowledgment of the initial complaint, steps taken to 

investigate the complaint, the outcome of the investigation, the date on which the 
outcome was made, and the proposed resolution (if applicable). The resolution will be 
communicated using appropriate language that the client will clearly understand. 

 
6. The CPO or designee shall keep records of all complaints, grievances, and related 

investigations on file. 
 

7. Should the client be dissatisfied with the outcome provided by the CPO, they may appeal 
to the agency’s Chief Executive Officer in writing. The contact information will be provided 
in the resolution letter.  

 
8. It is the responsibility of the client to provide accurate contact information to facilitate 

ongoing communication. The client will be responsible for responding to any outreach 
attempts made by the employee charged with investigating the complaint within a 
reasonable amount of time. Should a client not respond to such attempts, the complaint 
may be dismissed.  

 
9. Complaint forms shall be available at all locations. 
 
 

 EMERGENCY EXIT, FIRST AID AND LOCATION OF BATHROOMS 

During your initial office appointment, your clinician or case manager will be responsible for 
showing you the location of the bathrooms as well as reviewing the evacuation route should 
there be an emergency during your visit, location of first aid kits and fire suppression 
equipment.  
 
 

HOW YOU CAN GIVE INPUT 

You can always provide input about agency policies, practices or your course of treatment by 
talking to your therapist.  Additionally, you will regularly be asked to complete satisfaction 
surveys related to your experience at the organization. 

 

DRUG AND ALCOHOL POLICY 

It is the policy of SCS to advise all clients at the time of intake that it is strictly prohibited for 
clients to come to any group or individual appointment under the influence or be in possession 
of drugs and/or alcohol.   
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USE OF TOBACCO PRODUCTS 

The use of any tobacco and nicotine products (including smokeless tobacco products and 
vaping) on SCS property is prohibited except in designated smoking areas. This includes 
inside of SCS vehicles.  

WEAPONS 

The possession of any weapon on SCS property is prohibited 

 

MEDICATIONS 

gfgf If you have questions about a particular medication that you have been prescribed our 
medical staff is here to assist you in understanding all aspects of your particular prescription.  
We want to ensure that you are comfortable with the medical process while you are in our care 
and we are here to help. 

 

 

CLIENT RESPONSIBILITIES 

1. To be honest about matters that relate to you as a client. 
2. To attempt to understand your problem. 
3.  To avoid making unreasonable demands. 
4.  To report changes in your condition to those responsible for your care and welfare. 
5.  To keep the confidentiality of other clients. 
6.  To use the grievance procedures if you feel your rights have been violated. 
7.  To participate in your treatment. 
8.  To complete any written assignments in a timely manner. 
9.  To comply with the policies of Springboard Community Services, Inc. 
10.  To be considerate of staff and peers. 
11. To be on time for all activities and cooperate with staff. 
12.  To ask questions if you are not sure where you should be. 
 

EMPLOYEES STANDARD OF PROFFESSIONAL CONDUCT 

Each employee at Springboard Community Services is trained in Ethics and Professionalism.  
Below are standards that all Springboard Community Services employees are required to 
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uphold.  The information below is a copy of the standards of conduct that each employee 
receives upon new hire orientation.  

1. Propriety: The employee shall maintain high standards of personal conduct in the 
capacity or identity as an employee of Springboard Community Services. 

2. Service: The employee shall regard as primary the service obligation to clients. 
3. Integrity: The employee shall act in accordance with the highest standards of integrity. 
4. Rights and Prerogatives of Clients: The employee shall make every effort to foster 

maximum self-determination on the part of clients. Clients should receive a copy of The 
Client Rights and Responsibilities at or before the initial session. 

5. Confidentiality and Privacy: The employee should respect the privacy of clients and shall 
observe the agency's policy and prevailing laws on confidentiality. 

6. Transition / Discharge of Persons Served:  Be willing to recognize when it is in the best 
interest of the client, to discharge them from SCS services or to refer them to another 
program or individual. 

7. Human Resources 
a. Nondiscrimination: All employees are expected to refrain from discrimination on 

the basis of race, ethnicity, age, color, religion, creed, gender, national origin, 
sexual orientation, veteran status, financial condition, handicap, developmental 
disability, and HIV infection, AIDS - related complex or AIDS.  This includes 
discrimination against other agency employees, any current, former, or potential 
clients or service recipients, and others in the community with whom an employee 
may interact. 

b. Harassment:  Harassment of any kind is prohibited in the workplace.  Incidents of 
suspected harassment are to be reported to management. 

8. Professional relationships:  All employees are expected to maintain a professional 
relationship with clients and others participating in agency services.  Sexual advances or 
sexual activity with clients or service recipients is strictly prohibited.  

9. Scope of practice:  Professional service providers are expected to function within the 
scope of their licensure or certification, and in accordance with any specific areas of 
competence or other such declarations defined through their licensing or certifying 
authority. Professional service providers shall have a commitment to assess their own 
personal strengths, limitations, biases, and effectiveness on a continuing basis; shall 
continuously strive for self-improvement; and have a personal responsibility for 
professional growth through further education and training.  

10. Professional Services: 
a. The basis for reimbursement for services rendered is the records that are 

prepared.  Employees are to take care to ensure that records: 
i. Present a true and accurate representation of what services are offered. 
ii. Are appropriately dated, accurately reflect content of service and provide 

the actual time spent in rendering the service. 
iii. Indicate the name(s) of the provider and/or supervisor responsible for the 

provision/supervision of services. 
iv. Are completed, data entered, accurately billed and filed in a timely 

manner. 
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b. Employees are to ensure that they: 
i. Provide timely and accurate reports of time that is expended in agency-

related activities. 
ii. Claim only those expenses, which are authorized and/or are reasonably 

related to their job descriptions. 
iii. Do not shift time or costs to inappropriate contracts or programs. 

c. All employees are expected to participate cooperatively with supervision, peer 
review and quality assurance/improvement requests and activities. 

11. Business Practices 
a. SCS will utilize the Corporate Compliance Officer to ensure that it conducts 

business in an ethical manner and ensure that any business practices that are 
questionable are thoroughly investigated.   

b. All financial, purchasing, personnel, facility development and information 
technology practices shall comply with local, state and federal law and guidelines. 

c. SCS employees involved in coding, billing, documentation and accounting for 
consumer care services for the purpose of governmental, private or individual 
payers will comply with all applicable state and federal regulations and 
organizational policies and procedures. 

d. SCS will only bill for services rendered and shall seek the amount to which it is 
entitled. 

e. Supporting clinical documentation will be prepared for all services rendered. If the 
appropriate and required documentation has not been provided, then the service 
has not been rendered.  

12. Contracting: 
a. SCS will ensure that any contractors that it engages in legal relationships will not 

have been debarred from doing business in the state. 
b. SCS will ensure that all contracts are bound by the rules and regulations of the 

State of Maryland. 
13. Marketing Practices 

a. SCS will conduct marketing practices in an honest and factual manner. Marketing 
materials and practices will in no way mislead the public or misrepresent SCS’ 
abilities to provide services.  

b. SCS will not claim any service outcomes unless represented by valid and reliable 
outcome data and/or research studies. 

c. SCS will not utilize monetary rewards or gifts to any potential consumer of services 
in an attempt to entice them to enter programs. 

d. SCS employees will be honest and truthful in all marketing and advertising 
practices pertaining to the business practices of the organizations service delivery 
system. 

14. Potential Conflicts of Interest: 
a. No consumer will be hired or placed in an employee/employer relationship with 

SCS while an active participant in programming. 
b. Any programming that involves a work task, and remuneration for the task, will be 

therapeutic in nature and will be documented as such by programming guidelines 
based on theoretical constructs. 
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15. Exchanges of Gifts, Money and Gratuities: No Personnel or other persons associated with 
SCS will exchange gifts of money or material value, favors, gratuities, personal property 
or other consideration with or from any client, individual, or organization that does 
business with SCS 

16. Witnessing of Documents 
a. Personnel shall not act as a witness to documents such as Power of Attorney, 

guardianship, loans, advance directives or any other legal document presented by 
a client.   

b. Personnel are authorized to countersign documents such as intake forms 
authorizations, (i.e. release of information form), treatment plans, etc. as directly 
related to their job duties.   

17. Solicitation, Distribution and Personal Fund Raising: To avoid unnecessary avoidances 
and work interruptions, solicitation and personal fundraising by a staff member of 
another staff member or client is prohibited on working time. 

18. Staff member distribution of literature, including handbills, in work areas during the work 
hours of any staff member involved is prohibited. 

19. Trespassing, soliciting or distribution of literature by non-staff member on these premises 
is prohibited at all times. 

20. Personal Property: All personnel shall respect and safeguard the personal property of 
clients, visitors, and other personnel as well as the property of SCS.  Employees will not 
use or allow the use of SCS property or equipment other than activities approved by the 
organization.  Theft and destruction of property may be addressed through treatment 
planning (clients), disciplinary action (personnel, and/or by contacting law enforcement, 
as appropriate).  SCS is not responsible for personal property that is not safeguarded or is 
left unattended. 

21. Other policies and procedures: All employees are expected to act in accordance with 
agency policies and procedures, and other personnel directives established by the Chief 
Executive Officer.  Inciting others through false statements, rumors or malicious gossip; 
willful falsification of records; unauthorized absenteeism; tardiness; theft or 
embezzlement; or other waste or abuse of materials, property, equipment or working 
time are not permitted. 

 
 
 

ASSESSMENT AND TREATMENT PLANNING 
 
We will conduct a thorough assessment of your strengths, needs, abilities and preferences 
shortly after your orientation is concluded.  The purpose of the assessment is to help us create 
a treatment plan that best meets your needs.  The plan will be developed within a couple of 
weeks of the completion of the assessment.  We expect that you will be actively involved in 
the creation of that plan by suggesting goals that are important to you.  If you wish, your 
family can be involved in the treatment planning and implementation processes.  We will also 
ask that you work with us during the initiation of the plan to help us mark the completion of 
your various goals.  SCS does not use any motivational incentives to help you meet your 
goals.  We believe that you are capable of meeting your goals without such incentives.  
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Please note that we may include expectations for legally required appointments, sanctions or 
court notifications in your plan. 
 

 
 
 
 
 

PERSON RESPONSIBLE FOR SERVICE COORDINATION 
 

 
The staff person responsible for coordinating your care at SCS is ______________________ and  
 
they can be reached at: __________________________________________________________.  
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