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Our Approach

At the Jubilee Centre, we are committed to providing a structured, client-focused residential
environment that promotes safety, dignity, accountability, and personal growth.
Structure is an essential part of recovery. The expectations outlined in this handbook are designed to:

e Maintain physical and emotional safety

e Support therapeutic engagement

e Encourage responsibility and life-skill development
e Promote respect for self, peers, staff, and property

These guidelines apply to all clients. Non-compliance is addressed on a case-by-case basis, taking
into consideration individual circumstances, clinical presentation, cultural context, and overall
treatment progress. Failure to adhere may result in a review of treatment status and, in some
circumstances, discharge from the program.

Clients are encouraged to ask staff for clarification at any time.
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1. Attendance, Participation & Punctuality

Attendance and participation at all scheduled groups, appointments, activities, and meals is
mandatory and is a core component of therapeutic engagement and recovery.

Clients are expected to arrive on time for all scheduled activities, including:
e Group programming
¢ Individual sessions
e Meals
e Meetings
e Recreation

Meals are attended as a group for safety and staffing reasons. Client who are not hungry may have a
glass of juice. Clients may leave the dining area once accompanied by a buddy to return downstairs,
in accordance with safety protocols.

Clients who feel unwell or unable to attend any scheduled activity, must notify staff immediately.

2. Daily Schedule, Sleep & Rest

Maintaining healthy routines supports recovery, engagement in treatment, and overall wellbeing.

Wake-Up Times
e 6:30 AM (Monday-Friday)
e 8:00 AM (Saturday & Sunday)

Bedtimes
e 11:00 PM (Sunday-Thursday)
e 12:00 AM (Friday & Saturday)

Rest Periods
e Scheduled rest is permitted on weekends from 12:30-1:30 PM.
e Outside scheduled rest periods, lying down in bedrooms requires staff authorization unless
medically required.

Clients who require additional rest due to medical needs must inform staff. With supporting
documentation or clinical assessment, individualized accommodation may be implemented. Clients
who feel unwell at any time must notify staff for assessment and support.



3. Dress, Appearance & Personal Hygiene

Clients are expected to maintain personal hygiene and wear clean, appropriate clothing suitable for a
shared therapeutic environment.

Dress Code

e Footwear must be worn at all times for safety.

* Housecoats or pajamas may be worn:
o 645-7:15AM
o After 9:00 PM

e Clothing must:
o Be free of alcohol, drug-related, or explicit messaging
o Adequately cover the chest, midriff, and undergarments

Clothing that is see-through, excessively short, or sleepwear outside permitted hours is not allowed.
Clients must bring seasonally appropriate attire, including winter outerwear when applicable.

Headwear

Hats, hoods, and bandanas are not worn indoors unless approved for medical, cultural, or religious
reasons. These accommodations are welcomed and should be discussed with staff to ensure
consistent support.

Personal Hygiene

o Daily hygiene and clean clothing are expected.

e The Centre maintains a scent-free environment.

e Hand hygiene supplies are available throughout the residence and should be used before
meals, after washroom use, and after group activities

e Showers may be taken during leisure time; showering outside of leisure time requires staff
approval or medical need.

e Clients are responsible for personal hygiene items. Staff should be notified if supplies are
limited.

Alcohol-based personal products (e.g., perfume, aftershave, mouthwash) are secured upon admission
unless alcohol-free.



4. Personal Space, Bedrooms & Privacy

Bedrooms are private sleeping spaces and quiet areas for assignments. Bedroom doors must remain
open during daytime hours once clients are awake, except when changing. This is a safety
requirement and supports appropriate supervision in a residential setting.

e Clients may not socialize in other clients’ bedrooms or bedroom doorways.

e If assigned a roommate, you must respect their space and may not touch or place
belongings on their side of the room.

e If you do not currently have a roommate, keep belongings within your designated area.

e Bedrooms are inspected daily for cleanliness and safety.

e C(Clean linens are distributed on scheduled linen-change days.

e Upon discharge, beds must be stripped but not remade.

If you require brief private time for emotional regulation, speak with staff to arrange a quiet space
and check-in plan.

5. Shared Responsibilities & Daily Living Tasks

Participation in shared responsibilities supports a clean environment, community accountability and
skill development.

Client Chores

Chores are assigned on a rotating basis and must be completed thoroughly and on time. Staff
monitor completion and provide guidance as needed. Reasonable accommodations may be made
for physical, medical, or clinical limitations. Clients requiring accommodations should speak with
staff.

Client Monitors

At times, clients may be assigned the role of Monitor role to support daily operations by:
» Notifying peers of upcoming activities or schedule changes
e Encouraging timely attendance
e Communicating urgent or time-sensitive needs to staff

The Monitor role is supportive only. Monitors do not have disciplinary authority.



Property & Grounds Maintenance
Clients participate in seasonal maintenance tasks such as snow removal, salting walkways, and yard
cleanup to support safety.

Food Handling, Storage & Food Safety

e Hand hygiene is required before all kitchen duties

e Hair nets must be worn when assigned to kitchen tasks

e Leftovers are handled and stored by staff only

e Only food items approved by the cook may be transferred to the client kitchenette

Personal food items may be stored in the client kitchenette and must be:
e Clearly labeled with name and date
e Discarded according to posted timelines

Kitchen Chores & Meals

Clients are expected to complete assigned preparation and cleanup duties. After meals:
e Dishes must be rinsed and placed on the counter
e Kitchen space must remain clear for assigned peers
o All assigned Kitchen duties must be completed before leaving.

After lunch, clients not assigned to kitchen duties may rest (weekends only), meditate, or read
program materials.

Assignments
Assignments may be completed in designated areas, including bedrooms, common areas, or quiet
room. Lying down while completing assignments is not permitted unless authorized by staff.

Coffee & Assigned Items
Each client is assigned a mug & program material upon admission. All assigned or borrowed items
(e.g., mug, books, slippers, housecoat, towels) must be returned to the staff upon discharge.

The Centre provides decaffeinated coffee only (coffee service ends at 9:00pm):
¢ A maximum of eight (8) packages of decaffeinated coffee are supplied daily for group use.
¢ Clients may not purchase or bring caffeinated beverages such as coffee, iced coffee, hot
chocolate or energy drinks into the Centre.

Laundry
Clients are responsible for their own laundry and must follow the posted schedule. Bedding must be
washed on designated days. Notify staff if you need detergent or change for machines.



6. Medication Management

All medications are securely stored and administered at designated medication times. When a nurse
is on shift, medications are administered by the nurse; when a program worker is on shift, clients
self-administer their medication under direct staff supervision. Clients are responsible for ensuring
their medication is correct by clearly stating their first name, last name and date of birth before
administration and reviewing information on label such as dose and timing. Medications are taken in
the presence of staff, and clients are required to open their mouth to confirm the medication has
been swallowed; if they prefer not to do so, they may remain in the Program Worker's office for three
(3) minutes for observation. Failure to follow medication procedures, or medication misuse or
diversion, will result in a clinical review and may affect treatment status.

7. Respectful Conduct, Boundaries & Confidentiality

Respectful Conduct & Boundaries
Clients are expected to contribute to a respectful, safe therapeutic environment.

The following behaviors are prohibited:
e Verbal aggression
e Threats or intimidation
e Physical aggression
e Harassment or discrimination
e Inappropriate physical contact
e Disruptive behavior

Romantic or sexual relationships between clients are not permitted. Respectful peer support is
encouraged, however exclusive pair-bonding that isolates others may be addressed clinically.
Respectful peer support is encouraged

Financial Boundaries

Borrowing, lending, buying, or selling money or personal items between clients or staff is not
permitted. These exchanges can create conflict, resentment, or pressure between peers and may
compromise professional boundaries within the treatment environment.

Confidentiality
Clients must respect the privacy of others. Personal information shared within the program must
remain confidential and must not be discussed outside the program or on calls to family and friends.
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Limits of Confidentiality:
Confidentiality may be broken when staff are required to act to protect safety or meet legal or ethical
obligations. This includes situations involving:

¢ Risk of harm to self or others

e Suspected abuse or neglect of a child or vulnerable person

e Medical emergencies

e Legal requirements such as court orders or mandatory reporting

When information must be shared, it is done on a minimum-necessary basis. Clients may ask staff
at any time for clarification regarding confidentiality.

8. Substance-Free Environment

Substance & Gambling Free Environment
The Jubilee Centre maintains a strict substance-free and gambling-free environment as part of
ensuring safety, recovery, and program integrity.

Possession, use, trafficking, or solicitation of alcohol, drugs, vapes, unauthorized medication, or
gambling products (including lottery tickets & betting) is strictly prohibited and will result in
immediate clinical review, which may include discharge in accordance with program policy.

Alcohol & Drug Screening

Clients must consent to random urine drug and alcohol screening as a condition of participation.
Refusal or inability to provide a sample triggers a same-day clinical review to assess safety, risk, and
support needs. Interim safety planning (e.g., enhanced supervision or restricted community access)
may be implemented. Continued refusal may affect program eligibility and can result in discharge.

Smoking

Smoking is permitted only in designated outdoor areas and must follow posted guidelines, including:
e Remaining at least 9 meters (30 feet) from the building,
e Smoking only during permitted hours
e Proper disposal of cigarette waste



9. Community Access, Outings & Transportation

Community Meetings & Outdoor Time
Participation in community self-help meetings is required and occurs via taxi or supervised walks
using a buddy system, weather permitting.

All clients are encouraged to participate in a minimum of 15 minutes of outdoor time daily, unless
medically excused. Outdoor time is scheduled outside of programming and chore responsibilities.

Walks & Purchases

Walks occur under staff supervision on assigned days. Clients must:
e Remain together as a single group
o Not walk significantly ahead of or behind the group
o Follow staff direction at all times

Upon store arrival:
o Clients wait together outside until directed to enter
e A maximum of six clients may enter at one time
e All purchases must be declared to staff for safety screening

Prohibited purchases include:
e Over-the-counter medication
e Gambling products
e Energy drinks
e Caffeinated coffee
e Explicit materials

Motor Vehicles & Transportation After Discharge
Clients may bring personal vehicles to the Centre. Vehicle keys are secured by staff and returned
upon discharge. Access to belongings stored in vehicles occurs under staff supervision.

Clients are responsible for arranging their own transportation upon discharge. Peers may not provide
rides.



10. Communication, Leisure & Technology

Telephone & Mail

e One supervised 5-minute arrival call upon admission

e One supervised 10-minute personal call per week

e Clinical and case-management calls facilitated as needed
e Calls must not interfere with programming.

Clients may send and receive personal mail. Outgoing personal mail is limited to two items per

week, with postage at the client’s expense. Business or case-related correspondence is facilitated
through clinical staff.

Leisure

Television, radio, and recreational privileges are contingent on adherence to program expectations.

Explicit content is prohibited.
e Television

o 9:00pm - 11:00pm daily
o 9:00pm — 12:00am on Friday and Saturday

e Radio
o Permitted daily from 6:45 AM at a respectful volume

Program Worker Office

Only one client may be in the Program Worker's office at a time. This includes medication
administration, phone calls, and other approved purposes.

Clients may not socializing or linger in the Program Worker's office and this can impede in their
ability to attend to other client needs and responsibilities. Clients may not access cupboards,
drawers, or office materials. Staff will provide any required items.

11. Property, Safety & Emergencies

Jubilee Centre Property
Clients must respect Centre property and equipment. Client may not write in issued materials or
misuse furniture.
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Clients are not permitted to attempt repairs, clients are required to report repairs needed to staff
(e.g., leaks, clogged sinks, damaged items, burned-out bulbs). Clients are also required to notify staff
when supplies require replenishment.

Personal Property
Valuables should not be brought to the Centre. The Centre is not responsible for lost or stolen items.

Building Security

Clients must never allow anyone into the building. All visitors must be directed to use front entrance
and greeted by staff. The last person entering must ensure the door closes securely. Use door
stopper only to prevent being locked out (please do not use rocks, sticks or other objects).

Fire Procedure
The Centre maintains a written Fire Safety Plan and All-Hazards Emergency Plan. Posted evacuation

plans and designated exit routes are located throughout the Centre. Clients are responsible for
reviewing and familiarizing themselves with fire safety procedures, evacuation routes, and
muster points.

In the event of a fire alarm, all clients and staff must immediately evacuate the building using
the nearest exit. Fire drills are treated as real emergencies, and the same procedures must be
followed during drills as in an actual fire.

If You Discover a Fire, you must:
e Remain calm
e Activate (pull) the nearest fire alarm
e Leave the immediate area, closing doors and windows behind you if safe to do so
e Notify a staff member immediately
e Exit the building using the nearest exit
e Gather outside as a group in the designated muster point at the front of the building

Do not attempt to turn off lights. Do not attempt to extinguish the fire unless specifically directed by

staff and it is safe to do so. Re-entry into the building is not permitted until authorized by staff or

emergency services.
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12. Client Concerns, Feedback & Complaints

The Jubilee Centre is committed to a safe, respectful, and responsive environment. Clients may raise
concerns without fear of retaliation. Staff will respond as promptly as possible; however, due to
confidentiality and operational capacity, clients may not always be informed of actions taken or the
outcome when another individual is involved.

How to Raise a Concern
1. Speak with a staff member as soon as the concern arises.
2. If unresolved or uncomfortable, concerns can be escalated to Clinical Director in writing.
If immediate safety is at risk, notify staff right away.

Complaints About Another Resident

Examples: safety concerns, boundary violations, bullying/harassment, disruptive or threatening
behaviour.

What to expect: Staff will assess safety, address the issue clinically as needed, and take appropriate
action. Due to confidentiality, you may not receive details about the steps taken or the outcome.

Complaints About Staff Conduct

Merits a complaint: discrimination, harassment, abuse of authority, breach of confidentiality,
retaliation, or behaviour that is disrespectful, degrading, unsafe, or violates policy/professional
boundaries.

Generally does not merit a complaint: receiving a limit, boundary, or consequence that is
consistent with program rules; staff applying policies you disagree with (you may still offer feedback).
What to expect: Reviewed by a supervisor/management; actions are taken as appropriate.

Programming, Rules & Environment

e Bring to staff immediately if: your needs are not being met or you require a reasonable
accommodation (e.g., accessibility, health, cultural/spiritual needs), or there is a safety or
facility issue.

e End-of-stay survey (not for real-time changes): dislikes or preferences (e.g., “"don’t like this
group/topic/schedule”) that do not affect your needs or safety. These are reviewed and
considered, but we cannot address every preference in real time.

e Some program requirements are fixed for safety/clinical reasons.

Staff are available to help you navigate this process and can assist with documentation if needed.
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Client Acknowledgement

| have read and understand these Residential Guidelines. | understand that failure to comply may
result in review of my treatment status, including discharge where necessary for safety or program
integrity.

CLIENT NAME:

CLIENT'S SIGNATURE:

STAFF'S SIGNATURE:

DATE:
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