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MISSION STATEMENT 

The central mission of the shelters is to provide safe, secure temporary housing and supports to 
address an immediate crisis for homeless adults who would otherwise be living in places not 
meant for human habitation.  

CORE PURPOSE 

A core purpose of each shelter is to work with the guests to secure a safe alternative housing 
placement or permanent housing, as rapidly as possible, and to link the households with 
necessary follow up supports to help stabilize them in their housing.     

WELCOME ADDRESS 

Welcome to the Unified Shelter Program, a program operated by A-SPAN and New 
Hope Housing under contract with Arlington County Department of Human Services. 
This handbook is designed to provide guests with information, policies, and procedures 
and guidelines about the Unified Shelter Program. Please read it carefully and ensure 
you are knowledgeable of the materials contained within this handbook. 

The policies in use at the Unified Shelter Program are designed to maintain safe, 
secure and well-functioning facility for all present.  Failure to comply with these 
policies may result in disciplinary action including dismissal from the program.  If you 
have any questions or concerns about the rules, ask a staff member for clarification. 

The Unified Shelter Program is managed by trained, qualified and dedicated staff.  The 
Homeless Shelter Program’s staff consists of the following: 

Program Director  
Coordinator 
Case Managers  
House Monitors (to include a Bilingual House Monitor) 

 

Treatment resources will be made available on site, including: Mental Health 
Therapists and Arlington County Substance Abuse liaisons, Arlington Employment 
Center, and other service providers as needed. 

THE PROGRAM 
All services and operations shall be aligned to achieve the program’s primary objective of 
ending the immediate homeless crisis by rapidly returning guests to safe alternative housing 
and providing follow up supports.  Program operations shall be designed to support this 
objective. 

Shelter beds are provided on a first-come-first serve basis. All individuals seeking access to 
shelter beds (excluding hyperthermia) must be admitted through the Centralized Access System 
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(CAS). Individuals must personally appear at Clinical Coordination Unit (CCU) between the hours 
of 8am and 4pm to speak with a social worker regarding shelter intake. 

Normal Shelter Intake times are Monday-Friday 11am and 3:30pm.  

The Diversion Specialist will inform individual of the time to arrive at designated shelter for 

admission. Since beds are provided on a first-come-first serve basis, if the appointment time is 

missed- and alternative housing is not identified- the individual should reconnect with the 

Diversion Specialist to determine next steps.  

CONFIDENTIALITY 
 
The Unified Shelter Program maintains a record of each individual guest.  In 
conjunction with the guest’s right to privacy, information that the agency obtains 
during its relationship with its guests will be kept in complete confidence.  Information 
will not be transferred to any other agency or individual without the written consent 
of the guest or the written consent of the guest’s representative.  The only exceptions 
are circumstances where the Case Manager or the Program Director assesses that the 
guest is a threat to themselves or others, or where the disclosure is required by court 
order or subpoena.   
 

Participation in the Unified Shelter Program is voluntary, however to provide the best 
level of service, program-related documentation will be required. All guests are 
required to complete and sign a variety of program-related documentation during the 
intake process, as service planning is a collaborative effort.  Staff is available to answer 
any questions you may have regarding forms.  In the event a guest chooses to decline 
to sign program-related documentation, it may be determined that he or she may not 
be eligible to remain in the Unified Shelter Program.  

If you feel that your information has been shared inappropriately you may address 
your concerns with Program Management. 

SERVICES 
 
Guests will be assigned a Case Manager upon intake and are required to meet within 72 hours. 
The Case Manager’s primary focus is to end the housing crisis by rapidly returning guests to 
safe, alternative housing by developing an individual housing plan.  
 
If a job, or other obligations identified in a guest’s housing plan, prohibits them from attending 
the required meetings, guests must see their case manager for prior approval of absence.  
Alternate meetings may be arranged.  

OTHER AVAILABLE SERVICES 

Clothing Closet 
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AA/NA Meetings 
Counseling and Psychological Services 
Health Services  
Detox 
 

INTAKE PROCESS 
 

Guests will report directly to the front desk to complete intake, receive a bed assignment and 
have any questions answered. Guests will be given a handbook which outlines the procedures 
and guidelines of the program. Guests are required to read or have the guest handbook read to 
them (upon request), to maximize their success in the program.  

SEARCHES 

Upon entering the program, all guests are subject to a general search of all personal belongings 
including but not limited to luggage, bags, purses, satchels, fanny packs, briefcases, etc. 
Additionally, searches may be conducted if there is reason to suspect contraband in a guest’s 
room, person, or personal belongings (including car). If there is reasonable suspicion/cause, 
program management reserves the right to conduct a room and/or locker search without prior 
notification to the guest. There may be periodical searches of all guests’ lockers and personal 
items. 
 
Pornographic Material:  Guest may not possess or view pornographic magazines, tapes, websites, etc. 
on shelter property.  These materials may result in disciplinary action up to and including termination 
from the shelter. 
 
Guests will not access the shelter with weapons, alcohol or illegal drugs, or other prohibited items. 

When turned away from the shelter for weapon possession, the police will be notified at the non-

emergency number, 703-228-4422. 

 
Upon arrival to shelter, the following documents will be presented: 

• Intake Checklist 

• Tour and Information sheet 

• Welcome letter  

• Communicable disease prescreening (e.g. TB) 

• Emergency Contact sheet 

• Linen Agreement 

• Smoking Policy/Drug 

• Participant agreement  

• Guest Handbook 

• Guests who are admitted to the Hypothermia shelter and are not Arlington residents, 
will be advised that they may only stay in the shelter for 96 hours and will be helped to 
locate shelter in their jurisdiction 
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After a shelter stay of 8 consecutive days, shelter staff will conduct the full assessment to assess 
next-step housing needs. 

Guests will be assigned: 

• A room, bed number and locker.  

• A set of linen including one pillow, two sheets, one pillowcase, one blanket, one towel 
and one washcloth.  Guests are to return all linen prior to discharge.  

• Guests are required to provide their own lock to secure their belongings. 
 

Shelter Schedule:  This schedule is to help ensure that all guests have adequate time to attend 
all necessary meetings, complete chores, and daily living activities.   

• 6:00am   Wake Up 

• 6:30am- 7:30am  Breakfast 

• 7:30am-8:30am Chore time 

• 8:30am-9:00am Medication time   

• 9:00am   Shelter closes down 
FROM 9AM – 4PM OFF SITE /GUESTS ARE EXPECTED TO ENGAGE IN HOUSING-FOCUSED 
ACTIVITIES DURING THIS TIME 

• 4:00pm   Shelter Opens/ TV On 

• 6:00pm-7:00pm Dinner  

• 7:00pm-8:00pm Chores time 

• 8:30pm-9:00pm Medication time 

• 10pm   Curfew 

• 11pm   Lights Out/TV Off 
 

Curfew:  Curfew is the time that guests are expected to return to the shelter each night, unless 
prior authorization from their Case Manager is granted.  If an emergency arises, guests must 
phone staff immediately and later provide documentation for verification (i.e. hospital 
discharge papers or a letter from employer). 

The nightly curfew = Wednesday through Monday is 10PM/Lights outs 11PM. Friday to 

Saturday: Curfew 10PM/Lights out 12AM (Midnight). On Tuesday’s, curfew will be 7pm, as 

there is a weekly required community meeting.  

Medications:  All medications (prescription and over-the-counter) are stored by staff in a locked 
cabinet for safety.  Medication must be clearly labeled by a pharmacy with the guest’s name 
and other vital information normally found on a prescribed drug container.  Guests are 
responsible for remembering to take their medications and must request them from staff.  
Guests must sign for each dose at the time the medications are being taken. All medications will 
be disposed of thirty (30) days after the guest leaves shelter. 
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Staff will place any medication left at the Shelter Program, after release of a guest from the 
program, into a plastic bag marked with the guest’s name and release date.  This bag is to be 
given to the Shelter Nurse, who will manage the medication, until it is deemed appropriate to 
dispose of it. 

Mail: Mail for current guests should be placed in the designated area located at the front desk.  
If an ex-guest has left very recently, or has not established a new address yet, we will hold their 
mail for up to 30-days and they may pick it up at shelter. 

Counseling:  Counseling resources are available to all guests in need. Guests are encouraged to 
inform staff, should any need develop during their stay in the program. Counseling is available 
on site, in group or in individual settings. Referrals to community-based services such as 
Arlington Behavioral Health Care and Substance Abuse Services are also available.  

Chores:  Guests are required to maintain the cleanliness of their living area always.  
Additionally, every guest is assigned a daily chore upon entry.  It is the guest’s responsibility to 
complete this chore daily, with the understanding that assigned chores may be changed based 
on facility needs.  Chores may be subject to corrective action when necessary.  

Guests are to notify staff prior to cleaning up any bodily fluids and must always be used to 
accordance with universal precautions. It is expected that linen be laundered weekly.  

Laundry: Guests are responsible for cleaning their own clothes and linens. Guests are expected 
to use one washer and dryer at a time and promptly remove their clothing when the cycles 
have completed.  Guests must alert staff to remove laundry that is left unattended in the 
washer and/or dryer for other guests to do laundry. Guests must not leave their laundry 
unattended. The laundry schedule will rotate in accordance with the room numbers. 

Meals:  Meals are provided by the program.  All meals are served by staff or volunteers and 
must be eaten in the designated dining area. If a guest has a job, it is the guests’ responsibility 
to provide the Case Manager with a schedule so that their name is placed on the “late plate 
list.” If a guest misses a meal, they should see front desk staff immediately and food will be 
provided. All guests must sign up for each meal.  

Hygiene:  All guests are expected to maintain acceptable hygiene standards while staying in the 
program.  If available, hygiene items may be obtained at the front desk; such as dental needs, 
soap and shampoo.   

Personal Belongings: All personal belongings must fit into the locker space in the guest’s room.  
To prevent theft, lock up belongings always and never leave items unattended.  Guests are 
discouraged from bringing items of high monetary value to the Shelter. All belongings are to be 
contained in guest’s locker. Each guest is solely responsible for his or her belongings. 

Dress Code:  All guests are expected to remain fully dressed always when present in the 
common areas. Pajamas, nightgowns, and flip-flops are only permitted in the dormitory or 
bathroom. 
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Emergency Action Plan:  Any emergency that requires a quick and orderly evacuation (including 
fires, smoke, gas leak, etc.) will be conducted by staff.  For safety, guests need to exit the 
shelter using the nearest stair case and/or emergency exit door to relocate to the designated 
safety location.  During an emergency, do not use the elevator.  

Grievance Procedures:  Guests have the right to appeal any decision made by staff.  The appeal 
must be put in writing and addressed to Program Management within 24 hours. Please ask the 
front desk for appropriate paperwork which will be reviewed by Program Management. 

Visitors: Visitors are prohibited in this program; however, any exceptions are at the discretion 
of the Program Director and subjected to visitation guidelines.  

DISCHARGE FROM PROGRAM  
 
Violation of any program policy and procedure can result in disciplinary action, depending on 
the severity of the violation.  Possession of banned items (including weapons, illegal controlled 
substances, drugs, and drug paraphernalia), violence, threats of violence, fire hazardous, 
smoking in the building and other criminal activity will result in immediate discharge from the 
shelter with an additional stay away re-admission policy.  Minor violations will result with a 
written warning and behavior contract, yet if the distributive behavior continues discharge will 
result.  Additionally, guests who no longer wish to stay have the right to voluntarily discharge 
themselves from the program. If you are involuntarily or voluntarily discharged from one 
shelter program, you will not have the option to transition into another program here in 
Arlington County.  
 
Guests may be discharged for the following: 

• Posing a threat to the safety of self or others. Violating safety protocols 

• Guests who fail to return to the shelter by the 9 p.m. curfew risk forfeiture of their bed 
space. Bed release will be determined internally by management within 24 hours. In the 
event that an individual is hospitalized or incarcerated, the Program Director will use 
his/her discretion as to how long to hold the bed.  

• On Tuesdays, curfew for all guests is 7 p.m. due to the required community meeting. 
Guests are required to attend unless excused by shelter management. 

• Residents with no prior approval from shelter staff that they can be away from shelter 
temporarily will come back through CCU.     

 

DRUG/ALCOHOL POLICY 

The shelter is an alcohol and drug free program.  Guests shall not possess, use or distribute 
alcohol or any controlled substances, including prescription medications not legally prescribed.  
Violations of this policy will result in immediate discharge from the program.  
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WEAPONS 

Weapons are not permitted anywhere on shelter property.  Additionally, items that can be used 
as a weapon are not permitted on shelter property including golf clubs, pepper spray, etc. No 
weapons or items that can be used as a weapon (e.g. golf clubs, pepper spray, etc.) will be 
allowed on the premises and cannot be stored at the facility. Upon arrival, guests will be 
required to turn over work-related tools.  It will be tagged with the guest’s name and locked in 
a secure area until final departure. 

Discharge Checklist 

1. Guests are to pack and remove their personal items (including clothing, medication, 
and/or money orders). 

2. If a guest has vacated without their possessions for a 24-hour period, staff will bag, 
label, date and store all the guest’s personal possessions for a period of 24-hours, unless 
a longer holding period is approved by the Program Director.  When possible, important 
documents that are difficult to obtain (i.e. identification, birth certificate, social security 
card, etc.) will be saved and secured for up to five years. 

3. All signed for items will be returned including, linens and towels. 
4. Personal living quarters must be cleaned. 

 

GUEST RIGHTS 

The Unified Shelter Program does not discriminate against any person due to race, color, 
religion, sex, gender, gender identity, sexual orientation, disability, familial status or origin.  

1. Guests have the right to a clean and safe environment.  
2. Guests have the right to an environment free of discrimination and arbitrary policy 

decisions.  
3. Guests have the right to participate in the program’s grievance procedures without 

concern for retaliatory action.  
4. Guests have the right to be treated with respect always.  
5. Guests have the right to participate in the program without fear of physical threat.  
6. Guests have the right to refuse participation in any type of research project being 

conducted at the facility.  
7. Guests have the right to expect that personal information about themselves and their 

situation is protected according to federal and professional standards regarding 
confidentiality.   

 

 

 


