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PROCEDURE TO FOLLOW

Injw

(1) chua {1) Phone 68 and Medical Clinic HZ) If no
answer, phone sickward (62 o
(=) Fnone cnitaren'a Living Juk Ir ne
anawor, phone ot
Report to department ma
(3) Submit special report before going off duty.
(2) Employee (23 |Phona 68 ard Wedteal ot tniel (2) T eino
answer, phone sickward (62 5.
(2) Assist employee 1f sltustion warrants.
(3) Notify family and department head as
Warranted.
(4) Submit spoeial repert before gelng off duty,
Behavior

(2) other Aress

(1) Phone childrens Cieing (81). If no
answer, phom

(2) Submit special report before golng off duty.
(1) Phone 68. They will call Children's Living.
(2) Report to department head as acon as possible.

(3) Subnit speeial report before going off duty.

Truants

Phone Children's Living (41) immediately. If
nswer, phone 2h.

Failure to Report to
In[mnreLu o

Frone Children's Living (b1) immediately. If
no answer, phone

_ Dtilitles or Structur

I’Mne gglnbemnm! Department (31). If no answer,

Pire

Use alarm or phone 68,




%} T'& MEMORANDUM

Cnttage !‘Ent Starf DATE: May 31, 1962
Dr. Buoniconto

FROM: Mr. Haupricht, CLC Supervisors RE: Recommended completion
of the Daily Journal

To assist new seople and clear up some confusing points the CLC
Supervisors (per Mrs. Janchick) have llsted headings for understanding
and completing the journals. Please read, pass to and instruct your
staff in this matter as needed. Should you have suggestions for the
improvement and accuracy of this technique, contact Mrs. Janchick.

Items are indicated by number on sample journal.

PLEASE ADD TO YOUR COTTAGE MANUAL AFTER "EMERGENCY - PROCEDURE TO FOLLOW"

PH:mk



HEXOHAMDUK

Mr, Haupricht DATE  3-6-63

Supervisors
probably know, on many occasions in the

A you
past, iie fact Lhat incomplete Cottage Journals
has o my sttention to improve nhe qnnllty of
Jour the

;av eaplogees thkllwblms of

ment. we

30 Fave sections

jou
aeiastanes taieas im s with anly minor
fach days fournals requires “thb Gottage
Foreie-Tor atting] o oien the.
A1l sorts of errers, sinor and sorious ches,
ua have called in 55 many ag twelve
A

ura
report of hnppal\in on t “eports
e loged recoras S mmuu
.sr HE CURR~L"
1 am gsking you r dutits as Cottage

rarka, 't6. by LbsoRiTaly coreain that h svory
TEALiehl the Jeeroad e mestests

Attach to your Cottage Manuals Memo of May 31,
1662 journals.

PHzek

i~
Bl



The daily Journal is tne only permnent record of

movements n 2 anildren, they are Lo be meds eut nentiy and

Togibly. The journal is also legal evidenca of iog and dlary

of cottage 11fe In complete fe

1. The journal begine at 12M and enda st 1M Cottage Wo.-
a. should be accurste

2. Movemants - time group went to bed - tlme group got up
next morning, .g.

3. Present in dorm at 12M - initialed by 12M employee after
checking his group.

4. Children sleeping elsewhere and included in your count.

5. Svecial care of cboervation of sick - this is, medication
Eiven or a sick child during the n

6.  Motes on unusual behavior. This would be self-sxplanatory.

7.  Children called to lavatory. Self-explanatory

8. Wet beds and time. Self-exslanatory

9.  Present in dorm at 12 p.m. - initialed by 12K employee.

10,  Present In cottage at 6:30 - initialed by 6:30 employee.
11.  signature of 3:30 emoloyee.
12, Sigoature of 12K employee.

13. Emoloyces on duty - to be filled out giving exact time
that an employee worked. Alse visiters and time in the
cottage are to be recorde

1. Progont at 121, Mhis in count that your day starts off
with - corresponds with figure on fron

15. Recesved during the day - Name and time ¢hild came in
and from where came.

16. Removed during the day - Mame and time and to where
transferred

17, our totals - Leave of sbsenco: stando for three thi
V. 2 whicly is for not more than
b. Vac. - which is for over 3 daya
sh. - his 1s nasoitel off Training
a. FEEREP'CHIS"™Bite tneludes chitaren

in the community but carried on
col




e

a7 (ennunud)
Sickward - Any child in our e siciard
Trusncy - Any child who 18 trua
Total - includes all of thase

18. Recreatlon Report. Self-explanatory

19.  Special - any special party in cottage, etc,

20.  Special Reports written - or any illnesses,

21, Occunational Report - This glves one a  sumary of
where children have been all dsy, etc

22,  Ordinary Movements - This would include number to
Dental, Medieal, and Paychology clinics.

23.  Ssectal Movements - This includes Lrips eff grounds, etc.
24,  Signed by Cottage Farent,
25.  Signed by 3:30 employeo.

SEE ATTACHED SAMPLE



I
JOURNAL OF COTTAGE_20 __ FOR_ 2-18-62
Termperature of Wards: 12 pim. East 090 West 660 tam Emst BBO West DB0_ 3 pm Eaw G30Wem 500
) Maverments of chidren, 3 v’ ki o

Group called at 6:00 a.m.  Regular cottage routine completed and
dewnstairs 6:45 a.m, =

roup to dorm at 7:15 am._ﬂemmmnngkahmm._mm,_‘i
u_gm out ay 8:20 p,m, i

g clsewhere: Name and olace __John Paul sleeping in Cottage 17
7 Special care of dbservation of 5k _Ked ‘a3 directed by medical ol

o Prank Carl had a n - sge Special Report this date

] Chikiren calld to lavatory. Name and e B -
Jones 1:00 a.n. S

¥
i Carl Morris 500 a.m, =
——Botuy Hoss 10100 poar

Joneph Good - 3:00 a.m.
e : = John Doe - 10:00 p.m.

JPrcsent in dormiorv s 12pm 39 3 Jones 17 Present or accwanted for at 6303w 50 D Jomes

7 z
a;fm Stgned by 3:30 employee e Sigoed_ Signed by 12M employee

13 Emplayees Faomi To | Visitors: Name and Time
Time actually worked | 1 AIT visitors Tor any reason




| g Recreational Repart

/4 Present at 120 39 o N rE——

¢ % Received during day. Name and origin . e §l e
Jim Black fr. aw, 1:00 p.m| 1 B | SR

T b g g
éjmvwed Name and manver
__Billy Jones, L

Present in cuttage at 1200 p.m.
“Leave of Absence

ate
Special Repodts and llinesses.
_Frank Carl -

Special by Mary Jones

‘Ordinary Movements of Children:
2 to Dental Clinic
25 to Medical Clindc

2 to Psychology Clinic

ATEDPM.
_ATI1Z00PM _



WAYNE COUNTY TRAINING SCHOOL Foum 1
i a

Memarandum

To Cottage Parents Date 5-10-63
From Mr. Rauprieht
CC: Supervisors, Hank Lankhorst

PLACE TN COTTAGE MANUALS

Children may not purchase anything in the Club Rooms
(80 not to go there) without a note of authorization
from the employee in charge of the child, Employees
should not send children for personal purchases of
tobaceo.

Kindly note your answer on this sheet, using reverse side if necessary



TRAFFIC RULES

. Speed limit 15 Mph. Mex.
2. Park properly designated orecs.

3. No diiving on wolk ways. (Service wehicles perminied
when working the ore).

4. Sarvice vahicles hove right of woy over parsonal cor.
5. Na diiving on gross.
6. Al vehicles 1o hove proper kights and brakes.

7. Seevice sntrance of oll buildings 1o be kegt clea,
bam 1o 6p.

8. Employes rding with non-employees wil bo tasponible
for traffic. violation of that cor.

9. Eoch employee send fo Fire Department their NAME,
ADDRESS, MAXE, MODEL ard LICENSE NUMBER
of their car

10. Violators will report o fi ond safety chiel, Foidure 10
11 for fiest viohotion will e considered yoor second
viltien.

11 Any employee receiving (3) three viokations within (6)

ix mosih pariod will be tered over fo r, Busniconto
for dacipline o hisdiscretion.

12 Rules will be enforced by Fire Deparimont porsancel,

Wayna Ciaty Training Sebaat

—_



Oetober 25, 1960
SHOKING RULES

48 of this date, smoking will be permitted in the following
areas ONLY:

MATN SCHCOL BUILDING - Teachers' lounge.
AUDITORIUM BUILDING - Employees' Club Rooms.
DAY SCHOOL BUILDING - Day Scheol Directoris 60t 18;taleg

In the Teschers! lour
OCCUPATIONAL THERAFY

CENTER & SCHOOL - Upper and lower west side rooms.
BARN AREAS - Datry and Farm foreman's offices.
COTTAGES - Hain floor. west sid uppes
Livsy, e basesentuereas approved
for chitdren.
STOREEOUSE - Storekeeper's office.

ADMINISTRATICN AND ALL
OTHER BUILDINGS - Areas designated by departnent head
and approved by Fire Department.

Suoking will be pormitted on certaln oceasions such e3 at banquets,
gpecial prograss and obher achivitics under the supervisich of the
Fire Department.

Employess are to exercise cautlon mbout smoking en the Training
Sghool grounds in order that 3 praper exiple may he set for our
o

THESE RULES ARE 70 BE ENFORCLD SV Tii
COOPERATICN IS EXPECTED FROH EACH DZPA

FIRE DEPARTMENT AND FULL
T ZZAD,

asquale Buonieanto, K.D.
sdlenl Suparintendent




HEWORANDUM

70:  Cobtage Staif & Suervisors DATE: September 13, 1962
et Dr. Buonicom
F2M: 0.5.C. Director SUBJECT: Statement of Policy —-
Shift placement,

schedulez and time.

PLAGE IN COTTAGE MANUAL, AFTER SMOKING REGULATIONS
Vork schedules and time shifts in this department have long been & probles
of organization. Since ours 13 & responsibility of 24 hour, T days a week
200 our peeds change frequently, plus the fact ThAt our sick leavé 15 covered
by segular staff, It 15 impossible to make a continual commttment with amy
employee regarding shift, cobbage or dubies beyond olassifieation, We are
interested in and do attempt ko cooperate with persomal necds of an employse
within the framework of our moeds with the children. Whenever there 1s con-
£1ict of needs, personal or school, naturally the school has precedence.
Employees must somshow care for theis own problems of working, motherhood,
finanelal situations, second Jobs, personal business, etc.

In matters of education and shift schedule we do, when it is possible to carry
the load of comaltted schedule, approve school attendance in 1ime with a term

of definite scheduling. The course of study must be in line with Clvil Service
Polloy in similar areas, 1.e., directly related to our needs and such school-

ing cannot interfere with the job duties. These educational schedules do not
work out for Trainses.
rhviously, this policy 1s not new to the department -- just enforced.

all>



HEMORANDUM

TGC: Cottage Parents - Supervisors DATE: 12-20-63
CC: Dr. Bucniconto

FROM: My, Hawpricht
REMINDERS TH CHILD CARE - Add to your Manuals "Duties Seetion”

©On oceagion, we have had seriousz complaints
on inadequate care of the children via their
training in personal hygiene. Again, this has
forcefully come to our attention. Please take
notice, we consider this a form of child gbuse 77
and geggecr. of duty. Persona placing such
complaints may ori ate Special Reports for 7 7

Neg will not be "

permitted. One such c.;mph!.rr. is too many.

We note your sxcellent response to our
recent reguects on survey of needs and orders
for monies for childesn with speclal funds. This
project was well done and we ascume 1tas comp]*cicn
to be ag well done. Some do not know the proper
use of Form 25 .- Petty Cash (Federal) order.
See the desk Supervizor if there is any gusstiond.

PHiek
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MEMORANDUM

To: A1l Cottage Starf DATE: March 15, 1962
Supervisors
ce: Mr. Horshipa
Kr. Hembrey

Please place this memorandum in your Cottage Manual
‘ore TR =

Several problems have come to my attention relative to the empleyees
use of the residencé bullding. We quote the policy of the Memorandum
fron Mr. Hershipe, 2-15-60, resarding this mttor. Thin policy is
stiil in force

At a meeting with the Medfeal Superintendent regarding

the pecessity of furnishing accommodations for employees

during emergencies, it was decided that sleeping rooms

should be made available in the Employees' Residence at
rge whon conditions warrant.

"It vas determined tRAt emeérgeéncy situation which would
b recognized vould extat whero omployess do not complate
thelr shift until 11:00 p.m. and are required te report
for work at 8: folloning mording, A furcher
econdition to qualify as mergency situntion 1s that
there must be some .lur.innluon usually NE‘H\EWIBQ.

to make these free accommodations available

In addition to this, for employees of our department, please nate
and cboerve the following:
1. A1l Business Office communications should be labeled
to the attention of Mr. Hershipa, this does not exclude
Fogular chennels of cur dspartasit. Thls is relative to
T communication
2. Supervisors or !he ‘Director should state on the notice
to N, Herohio regarding the emergency yac of the
nsld-mn, the fact of emergency nature {no charge) or
nal use (as defined above).

3. It has besn courtesy for the department head Lo be ware
of the on-grounds residence of any departmental employes

4. On oceasions when the Business Office or the Children's
Living Office 1s not open, the on-call supervisor must
Be nofified in chse of use oF the residence.

AL B LERE oLt s R ok ey e G et %000
a3 explained in the memorandum of February 1i

PHmk
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MEWNORANDUM

FROM: Mr. Haupricht DATE: July 25, 1962
o o i
‘Buoniconto L
B Ravenine
Mre. DelCanpo
" Bfecive mugust 1, 1962, please sse that the childls pillow and

neiheos 1r Tranotorcad pite ttn child, excepting to siconrg,
Cottages 4 and 17. When the child 1 the sohocl (other than
for Lomporary leaves) the piliow apd matiross showid be placed in
e v for a asy and then placed in Cottage 8. beds, after
the program is in aperstion, should not have nttrl" pillow
Beabar sxcinaing The cattages mentiencd o

New children will be losued a pillow and matkress which will then
fay with that child during reaidence, Ve discourage shildren
soping on othory bedding, Ve mat to try to uet up o bedding

"atlhﬂlﬂtlo program. We are asking Mr. Hership:

DelGampo o help Drovids this for matceass ana piiiow newiy storea

1in Cottage 8.,

If there are any questions or problems, please sce Mr. DelCampo.

oy .
Thank you m%m‘wd
e F.w,."" = 224l e



POST IN COTTAGE MANUAL "GUIDE FOR DUTIES...

MEMORARDUM.

T0: A1 C.L.C. Staff CO: Dr. Buoniconto DATE: 12-9-63
. St. Geruadne
Melgughlin
PRON: Hr. Emupricht

To prevent any furthsr confusion in the matter, ourrent
bed times are as follows, 7These times are to ba obs
v religiously, until further notice = probab bably summer
Eemp or change must be approved by the duty Supuwa.aar.

CURRENT BED T. HOUR,

Cottage 1 8:20 p.m.
Cottage 2 9:30 p.m.
Cottage 3 9:00 p.m.
Gottage b 8:20 p.m.
Cottage 5 9:00 p.m.
Cottage 6 9:00 p.m.
Cottage T 8:20 p.m,
Pirenall 10:00 p.m.
Cottage 9 8:20 p.m.
Cottage 10 9:00 p.m.
Cottage 11 9100 p.m.
Cottage 12 9:00 p.m.
Cottage 13 10:00 p,m.
St i muagf"gn‘é;&‘aa??guﬁa’f&)'
Cottage 15 8:20 p.m.
Cottage 16 8320 p.m.
Cottage 17 = 8:20 p.m.

Cottage 19 * 9:30 p.m.



MEHORANDEH
T0:  Chtldren's Tiving 5t
©G: D, B\mi(cm\ta
Hr. Hombrey
FROM: Hr. Hewpricht

DATE: June 28, 1963

-
i
Jgain, end on sovara) cosasione sings ty lay 17th

nate gy:m ‘lelephone Courtesy', we are favik

v e
ave busy bub thls showid Mot be Toutine and always this
Zust be with proper seloction of the child, Some of tas
above suggeate meglectful cupemvision,

Proquently, complaints some in regonding the phones
#ot being anoucwed o the ealler hnsing a1 Ehout
converzation. He have to nasuee children, mot =plovess,

Gre doing Ghip. In any GYEnEs LB 15 SETMMSLY ooy
Eansers dnd .«.huamn or agults eve In ersor with tils

andque.. 558, comaldering Risuce OF tha phonas ss
Lapropar and moginct of dut

Host important, we mey one day have s veal emergency
and scme nuizance use of the phones comld prevent aid and
wneacessary injury could result.

Add €5 mamuals - phones sectien.




OUIDE FOR REVIEW OF DUTIES
FOR THE VARIOUS WORK SHIFTS OF COTTAGE EMPLOYEES

In ordsr ciat our ssployses 4851gned to & pArticuler snaft may
f the gene: end speotsic

this gu 18 rwmrnd to -v:qu-i nt ea

innat FASti1ne with theie utiasy And_ thoge oF ChIE Falion

cnployee. Tt 15 not. the mcent o lay dosm, stepeoy- step. Spooifionily

report

tag
pending on age group, along with other factors, and the intent to
ooy tho Giide TLCKIbYs Sngugh, 85 CRAT YAPLLTiohs BAY D6 APPILed.

General Information

This applies to all employees regardless of shifta,
department nead i3 Chiddran's Living Center (0.L.C

ors Em.s )
VBG Baintain the ganersl spervision of all cottagas, the placement
of employees, and a gemeral asslstance to employeos, units and Groups .

Keys
Pirat and important, if you are given a set of keys--keep them,
use them where needed personally, do not allow a child to get them
from you.
Use_of Phones
Keep to a Mnlmum Identify self and cottage mmber, wnen
receiving and making calls. Other departments are not phoned direet,

Tor servioe or infosmation make calis. taongh CoL.C. Fhongs MY be
used as neceasary for peracnal or co-operative reasons om the J

ral Emergency or pressing need--
T30 Po 5.3 AMe "Bnons #24

Crigis Eserge
30 F M to 6100 A.M.  phons 6B

In case of C.L.C. being closed during supper hour--call above
nbers
P.C.5. keeps in toush wlth #2i rm.,.ttaapn. to B:20 P.M. to

‘be avallable 1f needed.
Seclusion
l r'em'd of all seclusion 1s sent to Medical Superintendent daily.
aced in seclusicn without permission of P.C.S. This iDPHlB
:o ll! I'om of seclusion,




Internal Medications

Medical Department advises what medications are given, the
geployee peraonally, dispenses all medication. Vhen the nted oo
Dbetween the h P.M, and T AN, oyee nay give 1 ao irin
Do ehilaran usdes 30, Ana'S "o thise bron 20, ance. Huek ng the B hours

E. o of day, all at.
Medical Cllnic. except such holidays lt 1s clesed and Sunday
“nployess, shoild, refer cOnPIALnth to their imediate Superior employee.

General Medleations

Bend atdes, antisoptlo, olntments, oto. nay be used (with ordors)

as needed, and in moderation. Medlcind box and contents 18
euvl.oycct responsibility, to dispense the material, too keep clean and

rdérly. Employee takes 1t to clinic for supplies, another picks 1t
uD, Your unit will inform you should this task occur on your shift.

Lights
LSk e vion A S e o ity ol LRREL
botors duske umed oft af day 1ight, not befors 6:30 &

Doows
outside doors locked at 5 P.M. Uslocked at B A.M. Except

during season where groups Dl't!n eat outdoors, back doors are open
Y, Gromp 4 ndbar | Wty AU drloote' L6\ Ahoui e 10k fut
P.M.

0cd_Service

All foods are prépared in Main Kitchen brought to nnnuu- via
trucks 1n & UALE NHAGh Keeps fooda not or Gold WRELL Berving time:
Sethon; oAk 5 have opoted, 1t Should bo mosted o

s foods has a_pro.
on the ycungl:oﬂ. Grace 15 sa1d each meal right after they are
seated. Good teble mennera, proper sething of tables, proper cervins,
at leisurel rving to completion of méal, n
25 minutes, Brdorlj cloaning and dismissal from tables, are the concern
of the expiogee

thing
Suhln aTh
Clossly supervised by employee, that sachbaths to got clean.
Suporior eptoyee 1o responaiiis fof body Lnspoction, onco a week

and prior to &l1 lezves, When cAlld goes off g Decdorant is
enootiraged to be used, after a1l showers, and again in A.M, i needed.




FENCRARDUR

okt Moo Haupricht
To:  Gobtogs furdn:

ce: b Inenteanto.
e Horanaps
Suparvisors

3-21-63

new have three alsch"lﬂ J'luu' gnl.iaherl
annigneg o the Sesurearmts ottege 15 has
gue eyetlatle. | 7o nev onen e

8 on sach Tuesday morning and will bo returned-  The
cotage parents of 1k and 5 are r-spvhslhll for
he goneral routine of tha hasder

You should kiow thet our budget request for
1963-64 for thres additional buflers vas tafured, Tula
ased on

In neny aotesns the floor

onplaint of poor wax wus forwarded to
000 Nismagers. He indloates his vax wis
ovaluated and rated boforo tazes

cot
do nap rdequsta Tloors vich the prasent slecning
and waxing reutine.

t padding re=ains "$1legal" and pelishing
lml. as specific diseipline) may be done if
Tubfers are et availabie or desiteds

Cottages 3p ) & § uss Cotcage 5 butfer.
L'nt\ngux 1§, f & g use Govtage 19 burte

tages 14, 10, 16 15, 11 snd 18 use Costige u burfer,

wviously, care sust bo taken in the use of this
sspensiva eghipenc. If ohildren are taught to uss thes,
ad0quate supervision mis always be avoilfbie:

4d to Cottage Faruals under “Guide for Review
of Dutiesocacssanoanes

FHzak

gk
&
el



A B

TRAINING SCHOOL POLICY IN MATTERS OF GIFTS. REWARDS, SMOXING,
AHD. EMPLOYER RELATION TO CHILDREN IN THESE MATTERS

Plaoe in Cottage Manual after page 2 and with Dircctor's mamo of §-2U-61

Rules and regulations have been eatablished regarding child manage-
ment in matters of gifts (to and from our children) rewards, leaves,
favors, ete., as th.s relates o attachments of the children to those in
contact with them.

A memovandum from Dr. Buonlconto states: "All money, renmewstlans.
or gifts cxtended to children, for any reasch, will Livst be review

with the Department Head, who in turn will revliew the quc..tion th the

children's Living 0ffice. The manner of the child receiving the item

¥A11 be @otermingd through LS PrOGOGUTS. - Hemo dALed 17-5-60--

111 ealning Sehioot enployecs have been asked to use the uimost
judgment in giving pifts to children, No cigereltes, meney, clothing,
food or other tangible goods is to be given directly to a child, ALl
of these items should be submitbed %o fiie Chidaren's Living 0ffics fon
transmittal. agatnst oocns lonnlly " breating’
the children assizned to a depar long as no definite pattern
16 colablished. Tnie relates bo behool of vecatiomal chilcmon,

Special favors or rewards aro alss discouraged because they are
oftén looked uvon o8 "bribes,” end can be used to the detriment of
Both child and employes,

Employees are caubioned not te wail letters for a child, or to con-
tact o ohildis family in any wey. Nox do we encourage childrsn o come
tact us at home, after they leave the school or in other personal ways
that wight be considered a8 favorabiom.

Smoking materials are not to leave the cottage with a child., The
Boys Who have suoilng brivileges iy giwke only in the designated
area thelr vespective ‘Lg@ or as the worl area has official per-
mission for children to smcke

I‘isr.mt(.@ !&ﬁter&, kndves, and money may not be carried by any
ckild st any i

Chilcre:
/62

3 Living Center



TO: Cottage Staff
FROM: Director, Child Care
DATE: B8/2l/61

SUBJECT: Memoranda File
Search of Children

1. Occasional memoranda issued on Child Care matters should
be entered in the cottage manual at the indicated location.
This paper should be entered in the manual before page 2,
Internal Medications.

2. Children should be carefully observed for articles harmful
to themselves and others., Affer home leave or visit
special care should be taken to prevent unauthorized
possession of medications, money, smoking materials and
injurious objects. All should be properly cared for as
directed in the manual under the item or as the super-
visor suggests. This "searching" should be done with
good judgment and not in a "criminal check" manner. As
the child changes to cottage clothes 1s a good time for
this observation.

This is very important in the matter of medications and
injurious material.



Bed Time
A1l cottages and groups. Dorms, clothesrooms, closets, lavatory,
showers, are closed, locked, where such is available, and all of

group in bed at 8:20 P.M. No child 13 up for anything, except uvnwy.
after they've been asleep. Stories and radios may be used, consul

your superior person, for information regarding this, as it d

the group

Clothing
A11 eclothing, both heme and County lssue, 1s to be marked with

individuals name and cottage mumber (except 4 and 17, girls and boys
discipline, and treatment center).

Hﬂauﬂ

child wears anothers clothing. All emplayun notieing such
should timediatery Induire of cnild o supericr emplo

Proper care and use of clothing s taught to child--help child to
keep clothing mended and repaired when needed. When leaving grounds
children must have clean, well TLtted clothing. This incluges trips
to Ann Arbor, Health Center, shopping, week-ends, vacations, etc. Off
grounds picnics, clean play clothing or school ciothing. Most groups
have 3 sets of wearing apparel, play, school, Sunday dress. General
dress, hadr style ave all of conventional type. No exerames are ac-
cepted.

Employees

Employees are discouraged to take part in the follewing activities
with children;

Not to discuss personal, family problems and affairs, age, pay,
phone numbers, addresses. To contact families, mail lettars, take
mezsages to or from child and family. To contact children on jobs,
or discuss their family problems. Social Service Department i3
responsible for all family and job contacts

ALL g1ft8 of any kind Whish an asplopes wishas to g1ve ohlldren
must have approval of C.L

lo speeial favors are done by employees, such as mailing letters,
dry elooning, tekdng watehes or radios for répaira. Employee does mot
neke eny kind of purchece for children, unless 1t comea through v
department of C

use of children to do personal things for employees is
prnhlb]ted, such as rug making, sewing, laundry, ironing, ete.

Meals

Eployess, sithan bring thair Jundh ar food oF sat in Main aremrn.
Eating food brought to cottage 18 approved by special arrangement
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P.C.5. in specific groups, at parties and picnics. Meal hours should
be adhered to except in some emergency. Meal hours are scheduled here:
Purchase of tickets in blocks of 10--4S¢ breakfast and supper-—
55¢ for Noon meal. They may be gotten at dining room, Monday from
11:15 A.M. to 12:15 P.M.
Breakfoot - 7:00 to 7:30 A.M. Midnight Employee
Dinn - Cottage Pavent
e

Supper

5: 145 to 6: 15 3:30 Empluyee
Any changes must be approved by C.L.C.
Church Services

Four religlous services are conducted

Catholic Serviee 8:00 A.M
Lutheran Service 8:00 A.M.
Protestant Service 9 30 AN,
Jewish Service 130 AN,

Subject to changes, by notice of C.L.C.
Light Blub Replacement

All regular incandescent 1ight in cottages are replaced by cottage
personnel. Pulbs are gotten at C.L.C., Be careful of fixture, any
requiring more than bulb replacement, submit a repair order form
avallable in all cottages.

100 Watts, shoe room, lavatories, dorms

150 Watts, showers, clothes rocm, dining and day room, kitchen
and basementa

60 Watt, desk lamps, closets, front hall, also dorms.

Separation of Service

The Board of County Auditors has raqu!sbeﬂ that all Departnen“
of Wayne County be advised that in the futu when an employee
separates from his position, he is to be baloen off the department's
payroll effective as of the date of his separation rather then being
carried on the payroll until his accumulated vacation time has been
exhausted.

18 the Board's desire that such employees be paid by voucher
for all accumulated time due them rather than being carried on the
payrolls after the effective dates of their separations



HEHORANDUM

FROM: Mr. Haupricht DATE: 2-20-62
TO:  Cothage Pm-ms {and staffr) RE: Security-medication-
child management and

ec: Parental Care wpewﬁuor
¥irs. Del
Dr. Buoniconto
(Flease add to cottage mamual after page 4, "Guide to Dutles...

aottage orders.

3t has coce to uy attantion there are several serious matbers
of question regarding oporation in the sabtages. e firat of
Qnmg 1s with regard to administration of medisation elpnouuy
anpirin. Obvicusly even this common medication can Be dangerou
Aleo ws mat; glve Soms thought, bo the 1do of whab we are at-
temring vo teach ehdidren by U habitual dopendency

on dealgned for cnmrt"

Each cottage parent 1s responaible for the seoure roubine
gobbags staff and child the seatcation | uu. il
o inportant agonto. Survey yohr cottage and ho
are

1. Is all medication in ous losation under proper control?
8 have zeveral containers of aspirin or
othar. medication n several locations. (See manual under
Medications, page 2, 'Oulde for Review of Dutie:

2. Is your cottage consumption of mapirin or any agent
out of line for the needs of the group? This includes
he Sae of tobaces. Recentiy a cHild soplainsd o

a

Aon o £
tyo pack a day. This is entirely unreascnablo and the
Shi13 Shol1a Rat be permitted Gnat kind of smoking.

3. Is therc sbsolube security in each cottage for the
Tedioation KIET Moat GOEFages ape using.the smployees
room, At mo time ahould this room be accessible ko
children. Are we growing in the luh!t of permitting
ohildren access to these secure
in your cottage for the children to have e s
Enis roon?  ohildren should nob have access to the
Betdoation kit or the sottage communioations regarding

E sanagoment. Thi 1n01adss The SOTCags notés and
POYOROIOEY and mecical orders about the shildren.
we nesd further direotive in these mabbers?

8. In your cottage, are the peyghology, medical, and
cottage notes, and similar ﬁpﬂﬂ-wh cosmunications
(au cuntidantial) avallable to the children? What
Kind of safeguards do you have in this matter in
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your cottage? Please secure these comminications
the same as the above.

t has always been an 1mpor'=a.nt prnb].ﬂm in the management
of an 1nat.uuuun such as this where non-professional staff
chould have access to onnriuem:ial material about the youngeters
in order to adequately manage the children but often times it is
proven that these staff persons do not use sound judgement in
handling the confidential material. we have some evidence of
this in ocur department. We are asking the supervisors and cottage
parents to pay attentlon to thls need.

e must never lose sight of the fact that we are dealing
with severely 11l patlents and each of our Judgements could have
direct relation to the patient's welfare.

&iecuass.on of abuse of patlents (Superintendent's
Hemo daaed 9-11-€0, page 11, manual) does not restrict its mean-
0 physical punichment and abuse. Hental abuse 13 also a
poasibility. Poor Judgement in the handling of confldential
materials could well be abuse.

5. We are asking each cottage parent, or asting cottage
parent t0 submit to the director a written report
answering for your unetage me quguuonn abova and
factors relating to ten report
due in the CLC Uﬂ‘lca (abbentlun 'm the d.irentur) not
later than February 27, 1962, e w:
each of these routine mattera . is e ing hanaud in
your cottage and how you feel about eha above.

This and any other official communication of this nature is
10t o be part of the children's general information regarding
the cotbage routine. After you have cared for the content above,
directed your ataff and completed your report, pleage file this

notation as indicated,

Thank you for ¢areful attentlon to the above.
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However, this 1s not to be misconstrued to mean that a position
can be refilled immediately. As in the past, the position vacated
will be encumbered with the total amount of accrued vacation time and
will be kept vacant untll such leavé time has expired,

Departuent heads are requested to notify the Payroll Division of
the date of termination immediately sc¢ that the employee can be taken
off the payroll.

Parking and Ground Driviag

All driving on grounds is not to exceed 15 M.P.H. No passing
anywhere, All drives are one way, therefore, slow speeds Rt
ing other vehicles that passing can be managed canily, using ariveways
back of cottages by turning in, allowing passing on roadways, Many
persons and children, in some areas, use roadways as walks.

Monles to Children

All money is deposited to an account of the child and withdrawn
as needed, Even older groups are encouraged not to carry money, as
it 1s a temptation to Someone to filch it, The only safe way is to
deposit and teaches youngsters the need and use of keeping money.

Special Reports

A special form 13 kept in 811 coktageo for the use of reportins,
truancies, injuries, unusual behaviors, unusual incidents of any kind
either on children or employee, Employees are to Write such a report
for any injury, no matbter how slight, It Suah ooours on duty,

Medical Clinic Cards

Every child has a card in the cottage where he 1lives, each and
every time he's seen by any staff of Medical Clinic, this card is to
accompany him, to record the visit and cause.

Time S1ips

All cottages are furnished with time slips., Each employee 1s
responaible for his or her tine to 11l out form, payroll muber, sign
and have ready to be sent to C.L.C. every other Friday A

Pay Days

Pay days are every two weeks on Friday, the week following that
date which time slips go in, Checks received the Thursday before pay
day will be delivered after 6:30 P.M. to those employees on duty (3:30
and Cottage Parents). Balance will be delivered to cottage first thing
Friday A.M. Requests to have somecne else pick up your check should be
in Ghi1dren's Living OFfice by Wednoodsy previous to Fay Day.
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We are offoring here soms very broad and general
observations which we hope may be of some assistance to
you. The itema we shall cover should not be in any sense
taken as all inclusive or critically peraonal

1s unfortunately true that most of us from time
oy el LA importance of
our personal influence upon tho children with whom we may
como in contact. The fact that we do tend to loms sipht
of soms things which ordinarily are considered obvious,
prompts us to mention certain areas yhere we should all
e particularly careful. For the roagons ontlined above,
we should fallow the gedd prasticos hich uo are expsoted
to develop in our children. should at all times be
careful to exerclse good mlmns!-n und hygiene in terms of
table manners and food handling.

11e we do mot prohibit smoking while on duty, it
is a faet that our behavior in this area is of extrome
concern. We should always be careful and prudent as to
the time and place of smoking or using tobaceo in its
various forms, and collaterally we should perhaps include
here the chewing of mum.

! not tbu intlntlun to interfere in the personal
smployaos; howover, while Lt mmy not be too
ﬂhjar.:lnnnhlo on aNpLayecs In’ somo. Lypod oF emplogmont
to have an odor of alcohol on their breath, ws feel we
ahould point out that people working with thildren are
expacted during their tour of duty, at least, to be
entirely free of aleohol.

It is natural for all of us within a tour of duty

Lo Toquire somw opportwnities for poriods of relsxstion:
uch relaxation of attention to duty should

bo only that which would ba reasonble as to fins
olrcunstance as & particular situation might be viewed
by a reasonsble and prudent perscn. One might add hers
that we are mot only expected to be reasonably attentive
to owr job durdng ahy given tour of duty, but our activity

rtance. It would, thorofore, not ba beceming
ge in routine clerical work connacted with
cottago oporation during o porind whon the children should
more reasonably bo provided our leadership in rocreational
or other mors constructive activities. Sleeping on duty

ar
Job and it is Tfurther the duty and obligation of the various
supervising employees, attendants, cottage parents, etc.,
to report all instances of suspacted sleeping on the job.
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want to point out to all employees that reasonable
Sttt duty whether slesping is involved or not is

4 noceasary roquiverent of our jobs. Employees found ly-
ing on beds or reclining in padded chairs shall be
conaidered to be wilfully nasluct fng thotr duties.

It 1s unfortunately true that from time to time
some of us may forget oursalves in the presence of chil-
dren and, either in talking to them directly or to our
fellow employees, may at times indulge in speech or other
activities which are other than in good taste, HWe must
be careful to guard against such tendencles and
should we be prosent when such situations arise we should
make overy reasonable effort, under the circumstances,
to correct the situation.

persons charged with a responsibility for ohil-
on (h the Training School must accept the responsibility
for acting in z-e:anonnmp to theso children in "loco
perentis". As @ of this responsibility we should
Doncutn caweslves met only with fhe Amedisre stivitiss
of the cottage but we should show a_reasonable interast
in all of the activities of the children for whom we bear
a responsibility. In following up on this responsibility
we should make use of every reasonable occasion to visit
our children as they move about the institution so that
we may most reasonably discharge our basic responsibility
to them, It 1s, therefore, to be cxpected that cottage
personnel will visit children in the school and on their
vocational assignments, accompany them to the Medicel
Clinic, etc. to the full measure that reason dictates.

In thio rogard it 1o woll to rorenber that other oporat-

ing 1ities of their own and
Sentaite tn thise areee should bo in good taste and
non-irritating to others. By the same token we must be

reasonably sure that visits withln cux- cottages are
reasonable and with the best interests of the children
in mind,

s one particular area in which the staff in
ontldrants “Living need no
and this has to do With the propor and reasonable sxocution
of Medical Dopartment orders aa they pertain to the health
of our children, This means that we should be partioulss-
1y carerul that our children sppear as requested for all
ical and dental appointmentssand treatments, or that
modifications in the schedule be Properly spracEed through
the proper suporvisors in the office of Children's Living.
The medicine boxes which are replenished each wesk by the
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Medical Department contaln in many instances special
medicatlons for individual childrén which are to be given
on a scheduled basis by the person on duty in the cottage.
We should alweys keep ourselves well informed as to these
requirements and sea to it that thase requirements are
properly executed,

One of the major problems within any institutional
getting 1s the case with which routinization becomes so
firmly entrenched that the program may lose its dynamic
qunlibice, ¢ 16 oun sspnéet mops sny. desirs Thal o
omployaes will contlnually strive for self-improvement
and improvement in our over-all program. For this reasen
We are always oeger to receive the constructive criticisms
and suggestions of our staff. We would just inject hers,
82 & word of caution, the observation that people ahourd
be earaful not to induige in criticlsm as a method
attempting to avaid dlscinline or oriticism of thomselves.
For criticism to be constructive it should mlways be

e, where conditions permit, at the time and place
most 1ikely to produce positive results. It 1s in this
vein that we should all strive to move shead together,

st successful worker in the ares of Children's
Livﬂ.ng hlE truditionully been the individual who avails
himself of every opportunity to improve his capacity for
leadership, It is our feeling that there is no substitute
for the willingnoss of the individual employee to apply
himself with diligence to acquiring all of the knowlsdge
he can. Within the framework of uur regular '[n Servimz
Training Program which iz carried on through a somewhat
formalized series of mootings with Stalt members. in a
Spring and Psll sequence, and through our formalized
progran for mumng Red Cross Senior Life Savers en
employes may show his perconal motivation. It should be
lluinted out trm:, in addition to thess mora formal op-
portunities of scquiring specinl imowledge and skills here,
the employee in Chiléren's Living is always encouraged
zh the oppertunities offered in

and, hor, through informal, independent

personal applh-nt‘uu and perticipation on his job,

From time to timo emergencies arise requiring that
a person have unanticipaied leave from regularly schoduled
duty hero at the "rn-\mg Sehool, Tndividuals mmung in
Children's Living d squest such loave by
contacting the "on call" so that
s

Living from

always fl.mmaﬂlstaly Satosi te e telsphone. During the
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hours when thero is no Supervisor on duty in the aren of
Children's Living there 13 a Supervisor "on cal:

Employees who find it necessary to arrange unanl:le.l];ll:sd
leave from regular scheduled duty st make the arrange-
ments and rust do so as far in advance as Foasible. Buch
arrangements must be made during the hours when a Super-
vigor 1z on duty rather than during tho hours when he may
be "on eall" if this is possible,

mplovu cantlmtim: & Supervisor "on duty" or
while "nn eall" should 1if it is a toll call protect him=
self by placing a pcrson to person” call for the Super-
visor 80 that unnecessary oxpense may be avolded,
employee desiring authorization for unantlcipated leave
must meke svery effort to contact a Supervisor at the
Training School and they should mever, sxcapt hy spacific
prearrangament, eall a Supervisor at his hom

The above directive is made for your guldance and
to assist you in times of need. This directive is necessar-
i1y one which must be adhered to rigidly. Failure t
follow the directive as outlined will mean that the person
will be shown to have taken a day off without authorlzation.
The day off in such a case would be without pay,

Notificatlon to a Supervisor by an employse that
an unanticipated leave is warranted cannot be construed
as authorization for the leave requosted. The Supervisor
must pass judgement on tho merits of the request and will
either deny the request, grant the request in full or
subject to certain conditions--such as a physician'a
statement or periodic reports, ete,, when sick leave 1z
asked for--or grant the request subject to later review
az to how it may be classified. It shall be the obliga-
tion of the individual concerned to keep himself appraised
of the judgements and requirements associsted with his
request s made by the Supervisor concerned. The Supar-
visor ordinarily will keep in touch with the employee.

There are two points of principle, which wo mmst
adhere to, that all émployees should be aware of, One

iz that the mea: of the children in the School come first
in our determining the assignment of employees to various
shifts and days off, end the second principle is that no
one has ever been properly hired, mor can one ever be
properly hired, with an understpnding that they are hired
for a particular shift or days off.

are asking in the future that when people have
any quaction about their schedules, other than emergencies,
that they shall arrange to talk about such matters with
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Mr. N. DelCampo, in person. All such contacts should
be made within reason as to time and place., The dining
Toom or walk would not be considered reasonable.

We would point out to all employees that the making
out of a schedule to cover all of our cottages on all
shifts is not a simple matter. We are loath to con-
template changes in a schedule once it is issued because
of the confusion which such changes create, No changes
can be made, therefore, except for the most pressing
reasons which may, in the judgement of a Supervisor,
warrant a most unusual consideration in view of the cir-
cumstances and the work record of the employee involved.

For our puldance we are referring to Clvil Service
Regulations as followa:

Rule 15, Sec. 6 Absence Without Leave.

(a) Any employee who is absent from duty for throe
consecutive days without a specific authorization
therefore shall be deemed to have resigned from

the County service and to have vacated his
position, unless a leave of absence is subsequent-
1y granted under any of these rules and regulations.

and

Rule 16, Sec. 1. Causes for Suspenaion, Demotiona
and Removals,

() Has been habitually tardy in reporting for
duty or has absented himself frequently from duty
during regular working hours, or has refused to
perform a reasonable amount of emergency worl
after working hours when directed to do so by his
superior officer.

It ia only proper to inform our personnel in Children's
Living that it iz not remscnable, excopt in moat unusual
situations, to suspend persons who work so intimately with
children, Tt 1s our convictlon that to do so destroya the
basic relationship between child and employee ao vital ta
effective effort. An employee in Children's Living can
expoct only reasonable warnings.of a poor work record be-
fore wo shall feel dismissal tosbe proper.



November 16, 1960

TO ALL EMPLOYEES:

Recent incidents have brought to attention the need to
clarify the Wayne County Training School's policles relative
to abuse of children. As an institution for mentally retarded
children, we operate under the following two rulea:

L RULES AMND REJULATIONS OF THE
DEPARTMENT OF MEMNTAL HEALTH

4.1 sbuse of Patients.

"Any employcze of the hospital who abuses a
patient in any way shall be subject to
immediate dismissal. Continued complaints
from the patient regarding an employee
shall be thoroughly investigated and, if
substantiated, his employment shall be
terminated. "

II. CIVIL SERVICE CO'MISSION RULES
AND REGULATIONS

Rule 14 "Causes for Suspension, Demotion and Removal,--
See. 1 The following are declared to be causes for
suspension, demotion or removal of any
employee in the classified civil service,
ough charges may be based upon causes
other than those heretn enunerated, namely,
that the employee:

(@) Has been guilty of abusive or improper
treatmont toward an inmate or patient
of any County institution, or to a
person in custody; provided, the acts

fully comaitted in self-defense, to
protect the lives of others or to
¢ the escape of anyone lawfully

1 expect all erployees to be fully aware of th
foregotng and Lo forlen the Behsol e policies more closely.
[3/_Pa Pasquale Bucnioonte
R
liedical superintendent’



MEMORANDUM

TO: C.L.C. Staff DATE: 9-10-62
FROM: Mr. Haupricht SUBJECT: Abuse of chlldren--
ce: Dr. Buonicoito Verbal

ADD TO YOUR COTTAGE MANUAL - SECTION ON ABUSE

1. It is considered vevbally abusive and eertainly mentally unhealthy
for the children to hear from CLC cottage staff matters pertaining
to the child's residency that are of the following nature--

A. Denied jeaves with employees. Any request by an employee
to glve children some privilege, reward, of{ grourd trip
or nersonal favor may, without question by the employee or
ki & of the child, be denied by the Counselor, Medical
Jart, Id Tare Director or the Superintendent. It is

nei practice to discuss with children plans for such trips

wilor to approval or comment on such denial.

B. Coiuditions of administrative policy. The rules and
regulations we work under are not matters for discussion
with the children, These are facts and despite personal
feelings are to be supported relative to the children.
You are welcome to personal opinion but you may not
relate this opinion o the children.

C. Matters of schedule, work shifts and personal working
conditions. Agaln these are not matters of discussion
with or before children. In fact, great care must be
taken with all your behavior while on grounds and in
relation to the children. Where there is question on
any of these issues, please discuss them uith the Director
or Personnel Supervisor, never the children. Staff are
held personally accountable for the behavior or diaturbance
(abuse) of children relative to their (children's) dis-
tortion of these matters. Therefore, care and complete
ebstinence from involvement in these matters with chil
dren is general directed policy.

FH:mic -



T0:  Cottage #1 Staff - Mrs. Miller
co: Dr. Buoniconto
FROM: M, Hawpricht/INL - Supsrvisors
DATE:  1-27-64
RE: UNIT #1
PLACE IN YOUR COTTAGE MANUAL

There have been several recent developmants relative

to your tnit which indicate that the girl f-dstemiaing”
some revision in order to b

aurrent gn-l opulation. Your very recent move uw

dsrforant butlding, probless Lnvolving unsohoduled Doy-gtr1

contacts, your pi Eroup structure and the changl

ploture of our fotal onild intaks procedure ave a1l Factors

need to be considored ab Shis fima.

Codaterination’ for sirls

initiated mprorimtely
three yi ago and was patterned -rt r the nromn
Ux,la!’.ing l!l the boy's "sell-gove:
to provide a program for girls i vmon such qmuun
loyality and self-reliance were stressed

5e1E governing petting. Major sphanis was piaced on
gomsiotant rouines vith nillmm direct superviston snd
Liaeccich, Tro dlalt wille dalagailng Eosslian cespomedi(l1y
for individual and grow oonrormity o ohild leaderships
cnild wﬁlﬂlllllml 1n dilelpllllll‘, matters Illﬁhlll th. Erouw

and in group prog ibout by

activity
frequent, regularly scheduled coulu Beatings.  The Raste
concept: selr-dstermination” ars desirable achisvement

These circumstances wers recently reviewed with children
and staff in your cottage and we are now asking

the
ro:l:lmun; changes be immediately incorporated in the Cottage 1
rogran.

Teach children employees can be helpful, and

presence represants and security rather than loss

of privilege. Revise stalf assignments so that at least one
n;

arship for child leagarship in routine gottage cperations
and stress child lesdarship in sore highly organized sotivity
such as meetings and social aifairs, Regulate t) of
Cottage meetings 5o that mire. bime in desoted $o dlsoussions
of subjects contalning appropriate training values as well

as common interest, and less spent on concerns over diseipline
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and punishment matters. Scaff is expected to exert
more initiative in the latter area.

As previously stated, Mr. Rankin is "advisor" to
your unit and shall be available to assist as needed.
In his absence feel free to call on other staff on
matters of immediate concern.



FEHORAWKDUH

v
Tor . e Buonicanto, A1) Contages, C.5.C. Statr
FROM: Mr. Haupricht {INL|

POST IN COTTAGE LOG AND MANUAL

Tais ng Sunday, 5-24-64, the Student Bmmol.:l. will begin
an effort en uunt in some of the routine functions involving
m:nuu services each Sunday morning. The gun- are u

owa;

1. A1l ohildren will depart at the regular time for church
attendance, coti Staff alec attend pervices. Student
m ""R':Em'id‘,‘ Sort uity not th beveired bo "

8. s will not be

onally accompany their cottage group to and from
$he auaitorium, one loyee from each unit, where two
staff are on duty, shall be expeoted to attend, as has
‘beon the practice of the past.

2. Student Council members will seat children as they arrive
at tao maztnmu and not necessarily in group order.

out the services. The Student Council is making special
arrangements for these two units and will reserve seating
areas specifically for them.

3. A StManE Councll meémbera shall !.ﬂv' the cottages by

mnh than 7:40 a.m. and 9:10 & to sxpart to thelr
signments for the two major servicds, The Lutheran
and Jewish roligioes not included in the

programs are
Studant Councdl sffort a¢ this time.

Father Wojoik and Miss Etz have been comsulted with end sdrissd
of the plans and Dot whalsheartedly endorss the project, offering
their assistance support. Thid ic a big imdertalding £
Student Council anﬂ they will nesd oup suwport and direat asintance,
\l- are asking that each employes give a special effort to help make

he progrem successful.

are any quastions or any areas that do not appear to be
a@quauu Sovarad please refer to Nr. Luedtke before Sunday morning.

IdLimk -
5/20/64



TYPICAL DAY HERE AT THE TRAINING SCHOOL

6:00 A, M.
6:30 A.M.

7100 ALM.
7:30 A.H.
B:00 A.M.

8:30 A.M.
11:00 A.H.
11:20 A.H.

12:00 Noon

1:00 B.H,
3130 P,
4130 BN,

5:00 P,M,
5:15 P.M.

6:30 P.H.
o
7:30 P.M.

Arise - Prayers - Wash - Dress - Make beds

Children go downstaira
Help with breskfast preparation

Broakfast - Grace - suporvision of meal and
tablo manners

san “F - wash dighes and assigned house-
huld ta

Girls Clinic Time
Report for Vocational Training as scheduled

School children go to school
Older boys Olinie Time

Children return from !chnol
Preparations for dinne

Hoontine meal 1a served - Grace - suparvialm
of meal and table mamers - wash
dishos and related hmmskuep!.ng asties eve
done - get ready for school

School and Vocatlonal asaimments
Older girls Clinic Time

Children return from school
Boys Clinic Time
Orgenized recreation

Children return from Vocational assignments
Freparations for supper

Supper 13 served - Grace - Supervision of
meal and tabls ranners - Followed by usual
hﬂ\l!ckaaping tasks

Younger children have a play period before
bed or it may be some other type of quiet
actlvity, while the older children rTemain
up until B:00 o'clock. After preparing for
bed they are somotimes given specisl
permisaion by supervisor to come back down-
stalrs for a telaviaion program to a reason-
n‘bl:lhom‘, doponding on their age and group
morale.



CCTTAGE PARENT

The position of Cottage Parent invelves the responsi-
bility for supervising and caring for a group of children
in a cottage unit. Established institutional policies
determine the basic pattern of cottage parental care and
supervision, Employees of this class receive general
directions as to cottage management mabters, instructicns
and advice in the handling of child behavior and guidarl:e
pz‘ub],ams £rom mewbers of the parental care supsrviso

taff. These employees plan, supervise, and check in
eonsuereble ﬂerau the Worke of attendants asEigned to
the cottage unif

Subject to guidance and control desaribed gbove, a
Cottage Parent acts in loco parentis with respect to
group of children in The ebsigned costage, Thess cmployees
lan and executc the cottage program schedule, plan, suEr-
@: and participate in cottage recreational programs
including partles, hiking, and a varlety of indoor pr
door games and amusements. They measurs and “it children's
clothes, supervise the mending and repair of clothes. They
supervise and participate in the instruction of children
in personal hyglene and good behavior, including proper
table manners, politeness, respectfulness and consideration
for others, They study the problems and characteristica
of the children, advise them in all matters of daily living
and take discipiine action when necesaary. The Children's
Living Department is always available Lo cosist in any
problem or in the matter of referrals

Cottage Parents are immediately responsible for all
housekeeping functions of the cottago and for the

of children in housekeeping activities. Tue
Sttondanta, or atudent hals, in cleaning, EINALnE, OF
genoral cottage work, They make frequent inspactions of
eottage condlilons and works perforned by aitendent s o
children, The Cottage Parent supervises the servis

$he noon and Coning meie;  AnoUher £ebpoasibilisy of T ehe
Cottage Parent iz the requistioning of materinls and
supplies required for cottage . They maintain
records and prepare reports cf ho ping activities
and behavior (and behavior progre d retivities of tl
children,

It is expeoted that tha cpioyon in this class has
considerable .cnmflcde,c or the mg ion, interest, attitudes
and problems of high g ':\.‘U.y metarded children. It
1s expected t.hat the cobtar Parent hes ab: in gaining
the confidence of and in mainteining o sympatkatic, under-
standing attitude towards children, eeprolally those who

sy




have significant problems.

The Cottage Parent must have the ability to execute
a sound and workable program of group living,

Occasionally a Cottage Parent is called upon to perform
or assist in duties, though not pertaining to his unit, which
may affect the school as a whole; such as, attending special
lectures or meetings, assist in truant search, supervision of
special functions or trips and details

It must be always remembered that the Cottage Parent
is hired as a person to serve the children according to
established policies. The Cottage Parent is under the
Jurisdiction of Children's Living Department and may be as-
signed at the discretion of the department head.



FRMCTANDTY

c:ttlgg Po:o:‘h! of 11,13,14,19  DATR: Septenber 6, 1963
et
super) et

Yaung

T

PSR XN MANUALS
Re: Ghildren woriing off grounds.
Do not permit neplact of chiléren by Limited food service
5 ehildren ok in the cottage ot meals dus to work
sehadules,

1. Be sure to notify Kitehsn of any changs in
limehss resded - notify dirsct and as =2on aa you know

af tha change.

2. Heslz are preper, varmed whan possible, and
ndequate

3. K3ep definite "tabs" on the-ehild care r
of these children.

utine
Enis iz 3 £ood meanngful program and
we muat do our park,

B, The Cottage Pavent s direetly acosunbuble i
for thasa matters.
0££-Ground
Toom what ws ase there is now good cars within the abvavs,
for all should be mware of tne sboya,
W
1



MEMORANDUM

TO: Cottage Parente DATE: 8/13/63
CC: Dr. Buoniconto
Supervi sors
Miss MelLaughlin. Voo, Office

FROM: HMr. Haupricht
- POST IN YOUR COTTAGE MANUAL

It hag come to my atitention ¢tnat the Cottage Staff
is not accounting te the work area regarding ch nges in &
child's schedule. Weekend and eaves are assigned
in and the Vocatlional OF lves a regular
notice of this and should be ating this to the work
areas. Camp and activity so should be posted in the
work areas. No child shoul from work. for
recpsational activity. scheduled in non-

: zauty shop appol
r by duty list procedure.
st be notified of any change in regular
we expect them to notify us in these matters
gé of scheduls ocours on the work area.

& Ofl Nom:

been reported recently
tention. Cottage 5
s of their children.

ECOUPS TN
account



MCMORANETM

70 ge Btaff ((oht..g 3 bo&; ‘peclal attencion)
>t Dr. Bug
upervi
FROM: MNMr, Houpricht DATZ: 11/12/63

ot of a transfer of a child
if a child can not make

home cobtage is notify

i child, Cotta 17 and 4

Ag routine, on each oc
to Cottage 17 and 4 oP obherw
his scheduls for some reasen,
the areas having supervi

st immediately call the hom
cIothing and personal items. ome cobttage should at
once attend to the child accounting notice. At times. I have
gucstioned the personal care of‘ cnfined children. clothing
change, tooth brushing, have, at times, been
neglected. Too, I underst ren are gaining some
measure of nrycholngical 1 by smoking while in Cottages 17.
The "sneaked® smgke has bacome, for some, of value for the
sneak, nct the smoke, e‘.'ld-:ntly, aMord:Lrg to the children's
report this frequent,

Any furthar complaints from departments that we do
not do what we expect of them. i.e. nctify the contage of
schedule change, will receive individual Etthm ion with the
empleyes involved.



6:30 A.M. - 3:00 P.M,
EMPLOYEE

4 Parentsl Care Supervisor is in charge of all cottages for the
goneral good housckeeping of the units. Persons assigned to 6:30 A.M.
to 3300 P.H. duties, in all cottages, are responsible for all parts of
bullding, to see that it is cleaned properly--either done under their
supervision, or directions to mnother employes, at a timo it can be
arranged. There may be an extra employee to that unit, and should be
used to bast advantage.

Koaping rocords of lssued and dlscarded clothing, fitting and
issuing new clothing. See that each has proper Sunday clothes, school
and play--vhether 1t's County or home items, to decide how and whot it
18 to be used for. Storing and sorting seasonal clothing. To tranafer
clothing wnen child 1a moved, To stress proper appearanca of dress,
hair, make-up, etc. To have proper clothing for the season, to sort
and check clean laundry, for marks, rips, buttons, and general condition
of clothing, to remark linens, or to arrange to have these done, by the
use of employes who mey have the time.

To start the day at 6:30 A.M. most employees go to dorm, to bring
chiléren not neoded downstairs to day room, and begin preparation for
breskfast, Host groups have assigned children for specific joba,
Breakfast 1s resdy to serve at 7:00 A.M. Some groups may be seated
then served, others may have food on tables, then group 1a seated, &
Grase 1s said bofore they oat, this follows immediately whon they are
seated. Midnight employes goos to breakfast (30 minutes).

By T:30 A.M. meel is completed, orderly cleaning of tablea, dis-

misgal of group from tables, the general cleanup after meals--washing
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of tables, sweeping, and replacing furniture. See that dishes and
utensils are washed in hot water with proper compounds for purposa,
Where there are no dish washers, hot water is poured over dishes in
drain racks. Dishes are not dunked in tubs of hot water for rinsing.

Employee 1z to direct movement of group and know their whereabouts.
Some groups will have children going out of building for detail jobs.
A11 lavatory needs are to be taken care of before they leave, employee
should lmow when child leaves and where they are going.

Some groups have children return to dorm to finish work, others
may have this comploted by 7 A.M.--depends on group, age and management.

Children generally go to lavatory followlng each meal, supervised
by 6:30 A.M. peraon or Midnight, Should be completed in 30 minutes.
Groupa that have schocl children must be ready at B:20 A.M. An
sbsence 1ist 1s made out noting &ll school children who will not be
in school at that time--B:30 to 11:20 A.M, Oroups leave by safety
patrol system, Employee is to obsorve groups on walks to assist in
an orderly conduct, each group has a specific route.

Between B:30 and 11:15 A,M, the many dutles of 6:30 person is
cared for,

By 11:00 or 11:15 A.K. one begins getting ready for noon meal
and recelving children to cottage, secing that clothing is put away
and getting washed, and mansging the youngsters who have joba helping
with meal,

12 to 12:30 F,M, Dinner, Finlsh clépning up from meal which
usually has been started. After children go out at 1 P.M. finlsh work
not completed in A.M. Sort clean laundry, Where groups have children

in eottage, they are used to do various jobs in completing your work.
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Be acquainted with the clinic hours of your group. Should they
occur during your hours of duty, prepare group and dismiss to Medical
Clinic at that time.

Day Rellef

Consult cottage scheduled for specific duties.



DUTIES FOR AFTERNOON COTTAGE EMPLOYEES
to 12 MIDNIGHT EMPLOYEE

0 P

The afterncon employee upon reporting for duty should first
refar to the Cottage Order Book and check with the Cottage Parent or
the senior employee on duty for imstructlions. The instructions should
include a clinic 1ist with the number of children who are scheduled to
£0 to the clinic for the afterncon appointment. After being informed
of any special instructions, the employee should position himself so
that he iz Teady to meet the children coming from 3:30 school dismizaal.
Farticular attention should be given to the cottege group as they move
from the school and general observation to all the chilidren as they
move along past the cottage building. The children are received and
after dotermining that all the children are present or accounted for
the employee should then proceed with the group downstairs to the base-
ment where in moat of the cottages the children will remove their
shoes and coata before proceeding upstairs to the dormitory to changs
from school elothes to play elothes. This phase of the routine may
vary in some groups but in all of the cottages at this particular time
of the day there are children's movement about the building. In
zome cottages depending on the clinic hour the afternoon employes
might be expected to eacort the clinic children. Whether or not the
employee escorts would depend too on the number of children snd per-
hsps on a particuler question mbout a particular child. Once having

received a group of children and assuming responaibility for them, the

erployee should then proceed to provide suporvision and direction for
this group and should not leave them slone to go through routines un-
supervised. It s important that the group be kept protty mich to-
gether and that opportunities for children to slip away from the
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group be held to a minimum. The employee should, as he moves about
through the cottage with the group, check all rooms and make sure
that the doors are locked if they should be and, in general, if
things are not up to order a report should be made to the senior
smployee on duty.

After the clinic group has departed the following peried of
time is ordinarily reserved for recreation. In the younger cottage
groups where most all of the children attend school, the employee will
during this particular time supervise, lead and direct recreation
activities, In the older cottage groups, the number of children at-
tending Central School varies and this particular period of time may
not offer opportunities for intensive recreational mctivities.

Along about 4:30, and here again this time may vary from cottage
to cottage, the croup sssembles in the cottage Day Room to prepare
for the evening meal, The employee will be glven specific asalgnments
by the Cottage Parent during this partioular time although, in general,
theze involve superviszing the children's toilet and grooming routine.
Soap, towels, and combs should be available, and sufficient attention
should be given to insure that each child is ready for the evening
meal. The routine should be conducted in an orderly fashion,

Mealtime is 5:15 P.M. The employoo should see that everything
15 in order by this time 8o that the group is ready to proceed to
the dining room. When the group is .!aat_e! and grace has been aaid
the meel 1s served. Serving ls ordinerily performed by the children
under the supervision of the employees on duty. Clese attention

should be given to food serving so that each child may be assured an
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adequate portion of every dish each meal. Along about thia point
the Cottnge Parent goes to dinner and the afterncon employee is left
alone with the group, It is important during this time that the
employee knows all of the children are present.

Every cottage should have a work chart indicating where each
child is mssigned. The employee should see that each child reporta
to their sssignment and that all of the materials they need to perform
tasks are made available. The dishwashing procedure is an extremely
important one and the employee should make certain that tha dishes
are rinsed properly snd that the water used is sufficiently hot or
in the event that the cottage has a dishwasher, that the established
procedure for its use is followed. The employes during the routine
should not sit down someplace in the cottage or visit with one or
two of the boys but should move around and keepPositioned so that
supervision can be provided. It might be necessary in some cases,
depending on the particular cottage or a particular child for the
employes to participate to some degree in the work program.

From 5:45 to 6:15 P,M, 1s the time allotted for the afterncon
employee's evening meal. As soon as the Cottage Parent returns to
the cottage the employee should immediately leave unless something
unusual has occurred and a report to the Cottage Parent 1s indicated.
It i important that the employee leave ma near to the time S:k§ P.M.
as possible in order to return by 6:15 and not delay the preparations
for the evening recreation hour,. B

Evening recreation activities are determined by the avail-

ability of facilities such as the gym and the pool, weather and



SEps

other factors. Orgenizing, leading, and supervising these activ-
ities are assigaments of the afternoon employee. During the courss
of the recreation period the mployoe should not become so involved
in the activity itself that supervision and control ars overlooked.
At about T:30 for some of the younger groups the recreatlon period
concludes and they propare to proceed to the dormitory. The employee,
whenaver possible, should, prior to the group going upstairs, go up
and regulate heat and ventilation. When the children are in the
dormitory the employee should mulde the group snd supervise in such
& way so that the dormitory routine is carsied out in an orderly
manner. In most all of the cottages the children shower every night
and the ouployeo should again move sbout in such a way so that
sdequate supervision is provided, It is important that the children
brush their testh and that toothpasts or whatever other substance
might be used for this purpose 1s available and that each child has
& toothbrush. During the time the shower routine is in progress
clothesrooms and closets should be put in order so that by the time
the shower routine is completed all of the children are ready for
bed. By this time most of the cottage dormitory work should have
been comploted and what 1ittle may remain in the lavatory should be
completed within a fow minutes or so.

By 8:20 P.M., at tho departure time for the Cottage Parent, all
work should have been completed in the dormitory and all of the
children should be in bed. Before the Coftage Parent leave the
building, the afternoon cmployee should make certain that he has

the correct number of children in his charge. In most cottages a
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radfo is played until 9 P.M, at which time it should be turned off
unless special arrangements for a longer playing poriod have baen
mede. By 9 P.M. the dormitory should be well settled and the
erployes should check the cottage for ventilation and during the
winter months should as nearly as possible maintain a temperature
of between 68° to 70°, During the summer months attention should
be paid to the windows and they ashould be adjusted so as to provide
the best posalble ventilation. FPericdically during the evening the
employee should check the beds and see that all of the children are
in their beds and are proporly covered and resting. Checks should
be made ezch evening of bed charts, toothbrush charta and mending.
Records of the time children are called and wet beds found are to be
kept up to date, To assure that each ¢hild is properly called they
should be awakened one at a time and the employee should follow them

to the lavatory. The afterncon employas ia expected to do & certain
awount of the cottage mending. If the employee cannot operate the
cottage sewing machine every effort to acquaint oneself with the
operation should be made. The afterncon employee is responsible for
the cleanliness of the medicine boxes. Each Wednesday he should

check the modicine box, take everything out of it snd see that it is
properly serubbed and readied to be sent to the Medical Glinic.

At no time during the evening should an employee send a child
downstairs excopt in cascs of emergency and for these occasions a
youngster is designated by the cottege pu‘!‘ent to handle any telephoning
that might be noeded. The employee should not leave the dormitory but

should remain with the group until properly relleved.
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Upon the arrival of the Midnight employee, the afternoon
employee should again check for correct number of children and pass
along any other pertinent information before going off duty.

Night Rellefl
Consult cottage scheduled for specific duties.



DUTIES OF 12 MIDNIGHT TO 8:30 A.M. EMPLOYEE

Coming on duty at midnight, shall check with 3:30 P,M,
to 12 midnight employee as to the number of boys sleeping
in dormitory and any other pertinent information, such as
health, behavior, and general condition of the group.

Ideal dormitory sleeping temperature is maintained
if weather permits. If it can be controlled, 68° to 78°.

Doors, fire escape windows, radiators and ventilation
is checked.

Bed wetters are called at designated time.

Clothes are to be repaired (mended) during hours
between 12 midnight and 6:00 A

Responsible for the cleanliness and neatness of the
dormitory, lavatory, shower room, clothes room, and linen
room {general cleaning on Saturday).

Shall check laundry, swd—thet such laundry ead—omiy
that il,e\mﬂay listed to be laundered that day be placed
neatly and in accordance to regulaticns in the hamper and
taken downstairs (wet linen also put in proper wet linen
bags and sent with laundry).

Group downstairs:

Assist housekeeper in preparing for break-
fast.

After breakfast:

Assist housekeeper with group in ecleaning
of cottage and getting group off to school.



GOOD HOUSEKEEPING IS GOOD BUSINESS

All of cur children should be taught the principles
of jgood housekeeping. Housekeeping routines in a

nust be closely supervised because the child has to learn
all the basic methods of cleaning a cottage, washing dishes
and bedmaking, to name only a few. The learning Drocess 1s
slow, the child does not have the foresight to push his task
to conpletion and 13 apt to dawdle on the job and the job
may have to be re-done because 1t 1s not up to standard

age wark mist ba brolken down into encugh assign-
SEiaioE g(-aded difficulty to enable every child in the
cottage to do his share. In no case is it Ju:hiﬂable to
lengthen the work period oo as to encroach on recreation
periods to the point where children become irritable or
deflant
Liated here are a few helpful household hints:
Establish a routine for cleaning.

(1) Have a place for everythlng, have everything
in its place.

(2) Shelves should be arranged to allow merchandise
to be stored for ease in cleaning.

(3) Have cleaning supplies stored in a special room,

(4) It is never permissable to store food supplies
with cleaning supplies.

(5) Kitchen, entrance halls and bathroom floors
should be scrubbed regularly and often.

(6) Serub only a small area at a time.
(7) Clean floors help to repel insects.

(8) Keep floor drains clean; it helps to keep
down odors.

(9) Keep floor dry to prevent accidents.
(10) Empty waste paper baskets often.

(11) Do not place supplies on top of refrigerator
T other equipment.
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(12) Milk and foodstuff in refrigerator should be
covered.

(13) 3hoes and street clothing should not be left
in kitchen.

(14) Good ventilation cuts down grease collection on
walls and equipment.

Good ventilation aids health.
Good ventilation reduces odors.

(15) Remove at once foods and liguids that have
dropped on the floor.

(16) Dirty dishes and utensils should be removed
from dining room table at once.

(17) Make sure that mats and runners on the floor
are free from loops and wrinkles.

(18) Remove brooms, eleaners and other equipment
after use to the proper storage room.

d dish washing is most important in group living
and should be closely supervised by an employes. Here is the
recommended method of dish washing.

"The dishes should be scraped well to remove
groas food partieles, preferably should be pre-
rinsed, and sorted. The wash water should
contain a sufficlent guantity of a_sultable
detergent and should be heated to 110° to

120° F., which is about as hot as_the hands
can stand. An ample amount of 'elbow grease’
rust be used. The washed utensils should then
be stacked in a baskst and placed in the second
compartment of the si

As washing continues, the water temperature
drops, the water becomes laden with bacteria,
food particles, grease, ete., and bhe soap or
other detergent becomes weaker. The dish-
washer must, therefore, add detergent from
time to time, keep fhe water hot, and chai

the rinsing of utenkils help to keep the wash
water clean and reduce the consumption of
detergent.”
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R e dishes thoroughly with hot water from ],nx's:
Ditcher.  (This Nater ShoGLd be SLimesd bo Fuh a fov Seconds
ALl 16 1o as hob a6 i i posaivle o get Lrom the Tauceb,)
Be sure that all surfaces of dishes are thoroughly rinsed.

'y dishes with clean towels. Keep hands away from
inside wf dishes. when towels become damp, get a clean one.

Do not handle dishes anymore than is absolutely racessary.
Store cups and glasses bottom up (do not stack plastic cups and
&lasses. Stack dishes in clean protected cupboards.

Silveruare should be yashed separately--one pisee at a

tame, talcing care to clean fhe tines of the forks. Silveryare
Y be air Gried or by use of a olsan towel. stoje in & ciean

Plico with the handles poinbing in she same digection.



MONDAY

Dresses

Slips

Skirts

Blouses

School Shirts

Wet Bedding (Mesh Bag)
Dish Cloths

Hand Towels

White Tablecloths

WEDNESDAY

Dresses
Skirts
Blouses

Wet Bedding (Mesh Bag)
White Shirts
Pads (bed)
Aprons
Underclothing
Hand Towels
Dish Towels
Spreads

LAUNDRY LIST

TUESDAY

Wet Bedding (Mesh Bag)
Colored Tablecloths
Dish Towels

Work Shirts

Night Shirts

Blue Jeans

Hand Towels

THURSDAY

Dish Towels
Hand Towels
Wet Bedding (Mesh Bag)

FRIDAY

Sheets

Pillow Cases

Bath Towels

Face Towels

Hand Towels

Wet Bedding (Meeh Bag)
Wash Cloths

NO PADS OR SPREADS ON SHORT WEEKS (HOLIDAYS)




GUIDE FOR ORDERING PPLILS

Requisitions are due in Children's Living Center on the Friday A.d.
preceding the 4th Honday of each month. Send all 4 copies. The Ath
copy wlll be returned to the cottage with changes marked and initialed
as soon as processed for forwarding to the Business Office. Use full

r vbon and leave it in.

Supplies are to be ordered in cuantity to last one month and are
not to be stock-piled in the cottage. Items such as step-ladders, iron-
ing boards, etc., must be accounted for before ordering new. In most
cases this can be done by sending in the work order on which the item
is discarded. Use our term for each item and leave 3/4 inch space after
item for store code. Use our term for quantity desired: ea., pr., case,
bottle, rell, spool etc. Do not order by the dozen.

Items no longer being stocked for current cottage use--wash clothes,
face towels, string, sandpaper, and hard wax. Do not order these items.

Sheets, pillow cases, dish towels, girls P.J's and gowns, dresses,
Wwill be issued according to sewing room production. These items are
often out-of-stock in store house and should not be ordered without first
being approved by the person responsible for requisitions.

Send 1ist of supplies approved but not recelved, as soon as delivery
is made, to the Parental Care Supervisor responsible for requisitions.
This should not include linens, which go to sewing room to be marked.
Hote delivery date on list. Order dish cloths with housechold items, and
mark them at cottage.

When ordering Sunday clothing, list name of child for whom it is
ordered. There will be no exchanges made on clothing and shoe sizes at
the store house. If you know the size needed, order by size, otherwise
add a note "To be fitted," and pick them up at store house. Some cloth-
ing items come in both boys and men's sizes. Please specify boy's or
men's--along with the size needed. Whenever possible indicate a second
choice for size.

Example: Tee Shirts, Boys—sm., med., 1g.
Hen's-- sm., med., lg.
Boxer Shorts, Boy's--10, 12, 14, 16.
ten's-- 30, 32, 34, 36, 38, 40.

Employees are responsible for materials ahd equipment, however,
children should be taught proper care and economical use of supplies.



BARBER SHOP

During the school year, Séptember through June,
all school boys go from classrooms for haircuts. Work-
ing boys are sent to the barber shop from the cottage
with a note on their days off.

In the months of July and August all children
are sent from the cottage. We should first check
with the barber to see how many boys can be taken
care of as the barber has a limited time schedule.
Barber Shop Hours:

1 P.M. to 3 P,M, - Mon., Wed., Thurs., and Fri.

8 A.M. to 3 P.M. - Tuesday

BEAUTY SHOP

All girls attend Beauty Parlor by appointment
only. Cottage Parent can send a note to the beautician
and arrange appointments for girls for special occasions

Beauty Shop Hours
8 A.M. to 4:30 P,M, - Tues., Wed., and Thurs.



PROBLEMS ON VOCATIONAL ASSIGNMENT

When a child on vocational assignment presents a behavior problem of
unusual nature or degree, which obviously cannot be controlled or
corrected within the department, the Job Supervisor in charge will
follow a sequence of procedures.

1. The Job Superviser will report the problem directly to
the Vocational Supervisor.

2. If, however, there exists the probability that the
problem will rapidly become intensified to the extent
that injury or elopement will result unless immediate
(temporary) removal is made to insure the safety or
ustody, an "Emergency” exists. Report the Emergency
to the Children's Living Center.

Vhen a child has been reported, as above described, and removed tempor-
arily or permanently, it follows that a report of the incident be

made on the Special Report Form by the reporting Job Supervisor, The
Vocational Supervisor will add comments, or initial. The Speclal
Report will be forwarded toc the Children's Living Center, and may or
may not become a part of the child's clinical folder.

If the child has responded well to council, guldance or correctional
therapy, 1t is often reascnable that the child be given, as in any
other educational situation, reasonable privilege to return to his
vocational assignment. This of course depends upon agreement between
the Job Supervisor, the Vocational Supervisor and the child.

Or, if the factors involved in the council, guidance and correctional
therapy of the child do not warrant return to his assignment, he will
be re-assigned and removed from the roster of the former department.
However, in this instance (also) the Job Supervisor may properly re-
quest the return of the child to his department, based upon agreement
with the Vocational Supervisor and the child.

The thought follows through all of the above procedures that the
child is of prime importance, and his training and the therapy em-
ployed in his treatment and control, rises above many other considera-
tions.



HOCTURNAL ENURESIS
Every inatitution must face the problem of bedwetting, Our Schoel
controls the problem effectively through a well planned program.

Enuresis is believed to be caused by emotional disturbances. Our chil=-

dren often come from backgrounds that create emotional conflicts and

frustrations. Our sucess in controlling enuresis with these children

is determined by the individual cottage employee, The average employee

is not trained like a psychlatrist who treat omotional problems but, if
®e or she doss a good job, we have few wet beds. To do a good job the
employeo must remember thess thres things:

1. Most cases of enuresis can be cured by weking up the child

and
2. The

taking him to the bathroom.

ohild must be Tully awske and the cottage worker must
stay with him to see that he mctually urinates.

3. The nightly calls must be made at different times for
different children.

In some institutions as high s 35% of the children present are onuretica.
At our Schocl we have less than 10% of our population in this category.

This means a grest deal more than just saving laundry bills. It means
we are doing scmething to help children with a very personal and dlis-

turbing problem. A problem that not only draws unfavorable reactions

and comments from the other children in the cottage, but also from the

adults the child comes in contaet with, A child with enuresis cannot

0 to privileged cottages; he loses slesp, he is laughed at; and he is
criticized from evory direction.

He neadsour help, In most cases, if
we reslly work at 1t, we can cure him.

Hany methods have beon tried to cure enurstics: drugs have proven
ineffoctive; training the muscles by starting end stopping several times
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during urination is no helps cutting out liquids befors bedtime did not

wwork; rewards were tried without succesa. In fact the only thing that

seems to work 1s the nightly call.

It is not emough to fust get a child out of bed at
If the child 1s not

ir

00 AM, and

aim him in tho general diraction of the bathroom.
fully awake, the next morning he will not even remember getting up.
he doesn't remember going to the bathroom, he will never learn to get up
oh him to do, We must ‘that
4 child that 1s

by himself and this is what we must t
he 43 completely awake and that he mctually urinates,
only half awake wanta to gt back to bed in & hurry. Running water in
the sink may fool an employcs who iz mot on the job.

At one time we took a study of the night cottage employees in

rolatfon to enurasis. We found that with the same group of children dur-

ing tha same period of six months, one cottags worker had twice as many
“:dvetters as the other twe although all three worked about ths same
nunber of nights. What would you think?
job or were nightly calls neglected?
How do we detormino tho best time for calling the child? First

Did the cottege worker do the

e £ind out what time o child wets the bed at night and them, we call
Somot imes it is nocessary to change

him about an hour before that time.
times a night, Tt

the time of calla or call the child two or thr
smounts to a 1ittle work for awhils, but if we stick with it, the child

will begin to get up without our help, When this heppens, we usually

have the problen licked. We can then gradually oliminate the calls and

the child will continue to got up on his own,
In soms cases nightly ealls will have to be made for a long time

and in other cases nothing will work. For the most part, you can and

i1l help the children undsr your care to a happler and more plemsant

sxistence through doing the job well.



WAYNE COUNTY TRAINING SCHOOL Foem 61
fichigan
Memorandum
To Cottage Parents Date 5=10-63

From Mr. Hauprieht
€C: Supervisors, Hank lankhorst

PLACE TN COTTAGE MANUALS

Children may not purchase anything in the Club Rooms
(8¢ not to go there) without a note of authorization
f£rom the employee in charge of the child, Employees
should not send children for personal purchases of
tobaceo.

Kindly note your answer on this sheet, using reverse side if necessary



