Handbook

Brother Francis Shelter Mission Statement

Brother Francis Shelter, a program of Catholic Social Services, is an emergency shelter for the men
and women in Anchorage without a home. We serve the homeless with dignity, care and compassion
with an emphasis on moving our guests toward self-sufficiency by following the Gospel values of
Brother Jesus as exemplified by St. Francis of Assisi.

Revised April 2021

WELCOME
Dear Shelter Guest,

A warm welcome is extended to you on behalf of the
staff of Brother Francis Shelter.

The Guest Handbook has been developed to provide
guests with a guide of services available. Please familiarize yourself with its contents. It may answer
many questions in regards to your access to services
and expectations while at Brother Francis Shelter

Please direct any questions and concerns you may
have to shelter staff members. This will facilitate
your receiving accurate and current information.

We hope your experience here at Brother Francis
Shelter will provide you with access to services that
fit your needs.

Thank you,
Brother Francis Shelter Staff
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Meet the Management Team
David Rittenberg
Program Director
277-1731 X113

Drittenberg@CSSAlaska.org

Raeshawndra Jett
Medical Respite Program Manager
277-1731 X119

RJett@CSSAlaska.org

Henry McCray
Program Manager
277-1731 X112
HMcCray@CSSAlaska.org

Adam Nauglebaugh,
Program Manager
277-1731 X111

ANauglebaugh@CSSAlaska.org
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Meet the Management Team
Theresa Hankins
BFS Case Management
Program Manager

907-717-5834
THankins@CSSAlaska.org

Tuuese Faatafuga

Guest Services Staff Lead
(Evenings)
TFaatafuga@CSSAlaska.Org

Tome Kiliona
Guest Services Staff Lead
(Overnights)
Tkiliona@CSSAlaska.org

If you have any questions or concerns while staying at
BFS, please contact any one of these listed individuals or any of our Guest Services Staff or Case Management staff and we will be happy to assist you.
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A note on COVID-19 Policies from the Director:
Greetings!
First off, on behalf of all the staff of Brother Francis
Shelter I would like to extend to you a warm welcome
to the Brother Francis Shelter. We look forward to
working with you towards finding personal stability
and self sufficiency.
The world has undergone some major changes due to
the pandemic brought on by the Covid-19 virus and
Brother Francis Shelter is no different. Many of you
who may have stayed here before may notice a few
significant differences to the shelter.
First off, BFS is no longer a “first come, first served”
shelter. Because the large shelter at the Sullivan
Arena has stairs, BFS is serving only individuals who
are unable to use the stairs safely at other shelters.
Space for people with these types of challenges is extremely limited in our community, so staff may work
with you on a referral to a different shelter if you do
not meet our criteria at this time. Transportation to
another shelter will be provided. Please remember,
this is not because we don’t want to serve you but is
because shelter space for people who cannot climb
stairs safely is extremely limited.
Second, you’ll notice that there are less people here.
We now have fewer beds in order to accommodate social distancing. However, those beds are available 24
hours per day instead of just in the evening. We have
also instituted a number of policies based on information we have gathered from our public health
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Partners to keep everyone safe.
Some of those policies include the following:
-All guests and staff are required to wear a mask or
face covering while at BFS unless you are alone on
your bunk. This helps to keep everyone safe.
-Meals will be delivered to you on your bunk. Please
remain on your bunk and enjoy your meal on your
bunk. This is for social distancing.
-We ask all guests participate in a Covid-19 testing
program. Tests are available weekly. This is to help
everyone who may need to be treated gets those resources.

-Please complete a pass before leaving the building.
This helps with contract tracing and helps us make
sure no beds go empty when they are needed.
-Wash your hands often!
These policies are based on the latest information we
have on this virus and sometimes that information
changes. If necessary, we will adjust our policies to
keep everyone safe. Please continue to be flexible
with us as we all navigate this pandemic together.
If you have any questions or concerns, please feel
free to contact me or another BFS Staff Member.

Sincerely,
David Rittenberg, BFS Program Director
907-277-1731 X113

Drittenberg@CSSAlaska.org
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ADMISSION
Brother Francis Shelter (BFS) is a voluntary emergency shelter for homeless men and women 18 years of
age and older with a capacity for 62 guests. Services
are provided free of charge.

Program Eligibility Criteria
Due to changes in the Homelessness Support System
in response to COVID-19, BFS is serving people who
are unable to safely navigate the stairs at the Sullivan
Arena Shelter or other shelters.
 At least 18 years of age;

 Able to independently provide self-care (e.g. the ability to get up and down off the mats, shower, use
the restroom and dress oneself independently);
 Free of highly contagious medical conditions (e.g.
lice, Tuberculosis, ring worm, chicken pox, lice,
whooping cough, measles) and;
 Be behaviorally appropriate for congregant living environment.

EXPECTATIONS

WHILE ON CAMPUS

Behavioral expectations while on campus exist to promote
a safe environment. Therefore we ask for everyone to be
responsible, respectful, and safe.
Unsafe, irresponsible and disrespectful behaviors could
result in being unable to access the campus for services
for a period of time.
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To freely use the campus, we ask the
following of all clients/guests, staff and visitors:


Treat everyone with dignity and respect.



Use the campus space in a respectful manner.



Do not be violent or abusive.



Do not possess or use drugs and alcohol.



Do not possess or use weapons or turn an everyday
item into a weapon.

HOW

TO BE A

GOOD CITIZEN

Being a good citizen at BFS ensures the safety and general welfare of all guests. Please:
 Ask shelter staff for clarification when confused;
 Follow all staff directions during an emergency;
 Keep your belongings in your possession or use the provided storage options
 Avoid conflict and seek out peaceful resolutions to disagreements;
 Do not take another guest’s belongings;
 Follow guidelines and procedures of the shelter;
 Please be respectful of others when using electronic devices, especially in the dorms or after lights out.
 Do not resell cigarettes, soda or other items to guests;

 Encourage cooperation by being an example of good behavior; and
 Keep fire exits clear.
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BFS POLICIES
Evening Check-In
Check-in begins at 4:30PM nightly. Guests must
check-in at the front desk upon arrival or get
checked in with a staff member if they are already
here. First time guests will go through a registration
process upon check-in. Once you are checked in, we
ask all guests remain at BFS unless they discuss
their need to leave and make a plan with a staff
member.

Sign-in/Sign Out
We have a limited number of beds at BFS and want
to make sure that everyone who needs a bed gets
one. It is important that if you leave BFS, we know
that you intend to come back. To make sure of this,
we ask that any guests that leave BFS during the
day sign out at the front desk with the date, their
name, destination, time out, and expected return
time. This lets us know you plant to return and
makes sure we hold your bed. If you leave BFS and
do not return you run the risk of your bed being given to someone else who may need it. Please communicate with staff about your plans so we can
make sure everyone who needs a bed gets one!
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Personal belongings and Storage
For everyone’s safety we ask that all of our guests be
responsible for their personal belongings and keep
their area clean and walkways clear. To make our
daily cleaning processes go smoother, please have
your belongings consolidated so they may be placed
on your bunk during cleaning times.
There are many different storage options available to
guests including bins, lockers, and customer service.
Please see a staff member if you need assistance with
accessing storage.

Abandoned Belongings
Belongings will be considered abandoned when


The owner is no longer staying at BFS and we
haven’t heard from the owner to make a plan for
their belongings



Staff is unable to determine WHO the owner is

When bags are abandoned, they will be collected and
stored for 1 week. Staff will make a reasonable effort
to reconnect someone with their belongings before
disposing of anything.
If you are concerned about your belongings please
contact BFS Staff to make a plan for any belongings
left behind.
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SERVICE ANIMALS
BFS will accommodate individuals accompanied by
certified service animals that are covered under the
Americans with Disabilities Act. Because we must
consider the health and safety of all guests, we cannot
admit companion, therapeutic animals or pets. Individuals accompanied by companion or therapeutic animals or pets are welcome to stay in shelter, but other
accommodations for the animal must be made.
We has the following of owners:







The animal will be under the owner’s control at all
times.
The animal must be harnessed, leashed, or tethered (unless the handler is unable to hold a tether
because of a disability or its use would interfere
with the service animal’s safe, effective performance of work or tasks), and housebroken.
The owner must clean up after the service animal
The owner is responsible for feeding, grooming,
and cleaning up after the animal.

The animal can be asked to leave immediately if:


It nips or bites anyone on property.



If it barks or makes excessive noise.

Please see a member of management to sign an
agreement and make a plan for you and your service animal.
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EMERGENCY PROCEDURES
Large Emergencies:
In case of fire, earthquake, or any emergency, shelter
staff will instruct guests on when and how to safely
exit the building or to congregate in the safest areas
to minimize potential for injury and/or death.
BFS conducts emergency drills monthly, which can
occur at any time. If you are in shelter when a drill
occurs, you are expected to follow the directions of
the staff and act as if the drill were a real emergency.
Please move quickly, quietly and in an orderly fashion
when following the staff’s directions.

Re-entry during drills and actual emergencies is permitted when staff gives the all clear .
Personal Emergencies:
Sometimes we may also have individuals who have
personal emergencies that may be medical, emotional, or of some other type. While it may not look like
much, these are still emergencies for the individual.
In these situations, please give staff and the individual space so that the emergency may be addressed
quickly and safely. Depending on the situation, staff
may ask you to move to or vacate from a certain area.
Please remember this is for the safety and privacy of
everyone involved.

If you see something that may become an emergency, big or small, find a BFS Staff Member. At
BFS, we all look out for each other.
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COMMITMENT

TO A

SAFE ENVIRONMENT

Smoking
BFS has designated outdoor areas for tobacco use.
Guests are encouraged to only smoke tobacco in
these areas.

Confidentiality
BFS is committed to ensuring that each guest’s information is kept confidential and confined within the
agency, except where a guest signs a release of information listing the type of information and the persons, programs or services with whom the information may be shared.
Substance-Free
Alcohol, spice and illegal/controlled/recreational
drugs (including marijuana) are not allowed on BFS
premises at any time. Information regarding treatment & detox services and options are available
through case management services. Selling, distributing, using or possessing alcohol, illegal/controlled/
recreational drugs and paraphernalia is strictly forbidden and will result in a denial of services.
Parking
On site parking is available. Vehicles must be registered, properly insured, and in working condition.
Vehicles in violation to this may be towed at the owner’s expense. If you have a vehicle, please see a manager to receive a parking pass.
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RIGHTS

AND

RESPONSIBILITIES

Each guest has the right to be treated with dignity
and respect, and to utilize shelter services when a
guest meets the shelter’s eligibility criteria. With those
rights come responsibilities.
If a guest chooses to access shelter services, it is his
or her responsibility to comply with shelter policies,
procedures, and practices for safe operations.
When a guests chooses to disregard shelter policies,
procedures, and practices, it can result in an infraction and time out of shelter. If a guest believes his or
her rights have been violated, that guest may seek an
infraction appeal with shelter management, submit
an Event Incident report (available at the front desk
and in customer service) or speak with management.

Equal Opportunity/Civil Rights
Laws governing equal rights opportunities will be observed and strongly enforced throughout each of
Catholic Social Service’s programs and services. No
person seeking services shall be denied those services
based on age, height, weight, national origin, physical
or mental disability, gender, sexual orientation, religion, race, ethnicity, or political affiliation. Displaying
logos or insignia that are negative, demeaning or offensive to a racial, ethnic or gender group is prohibited on shelter property.
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BFS SERVICES
Showers
Open to guests 24 hours per day. BFS
can also provide you with toiletries and
a towel for your shower.
Clothing Room
Hours may change as necessary—please see
a staff member if you need clothing
Laundry
During the daytime hours, washers and
dryers are available for guest use. Please
see ta staff member or laundry monitor to
sign up.
Meals
Breakfast, lunch, and dinner are served
daily at BFS. In order to maintain social
distance, we ask guests to enjoy their
meals on their bunks.
Customer Service
BFS has a storage room where guests
can keep their belongings when they
are not in use. This room is open in
the mornings from 6am-8am and as
needed during the day and evening.
For questions about abandoned belongings please
see page 11 or speak with a staff member.
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BFS SERVICES
Telephone
There is a phone available for use at the
front desk.
Case Management

Available during the week. Please
check the schedule at BFS front desk
for walk-in hours.
Caring Clinic
Basic medical care and referrals to
outside care is available at BFS.
Monday - Friday
7:30AM to 3:00PM
Secure Medicine Storage
Guests may store their prescription
medications in a secure locked cabinet
at the front desk. Access will be provided upon request. BFS will store, but is
not responsible for administering or
monitoring mediation.
Hygiene Items
Personal hygiene items, such as toothbrushes, soap, lotion, shampoo, tampons/pads, nail trimmers and other
items are available at the front desk
and customer service. If you need
something, please ask a staff member.
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PROGRAMS
Case Management
Case Managers work collaboratively with guests to
identify their goals and the steps needed to achieve
them. Case Managers also provide referrals and coordination of services with other community service
agencies. It is highly recommended that a guest explore this opportunity. To begin being engaged with
case management a guest may check the walk-in
schedule at the front desk to meet with a Information
and Referral Navigator.

In-House Program
The In-House Program aims to provide guests with an
opportunity to acquire work experience onsite.
All duties aid the shelter in being able to serve its
guests every day. These positions include tasks such
as serving meals, staffing the clothing room, monitoring laundry room, operating customer service, cleaning the building, and many more.
Many of these positions require interacting with others and attention to detail. Each position is all vital to
the operation of the shelter.
By participating in the In-House program, a guest
learns valuable social and employment skills, while
increasing their sense of self worth.
If interested in this opportunity, please see the front
desk for an application.
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PROGRAMS
Medical Respite
Housed within BFS is our Medical Respite Program.
This is an area of the shelter in the back space with 5
rooms and 10 beds. These beds are for people being
discharged from the hospital that need a space to rest
and recuperate before they can get back on their feet.
Guests in the program are referred by their discharge
coordinator while at the hospital and are smoothly
transitioned from the hospital, to the medical respite
program, and eventually to shelter once they are
healthy enough to do so.
This program helps people heal and frees up hospital
beds when someone no longer needs a hospital level
of care but still needs some time before they are back
to 100%. If you unfortunately find yourself at the
hospital and are interested in being referred to this
program, please speak with you discharge coordinator while at the hospital.

BFS Caring Clinic
The BFS Caring Clinic is run in partnership with
Southcentral Foundation and provides basic medical
care to BFS guests, prescriptions, and referrals for
issues that cannot be treated on site. If you have an
issue you would like looked at or would like to speak
with someone regarding your health, please sign up
to see the clinic on their door.
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INFRACTION REPORTING

AND

APPEALS

Infraction Reports
Unsafe, irresponsible and disrespectful behaviors
could result in not being able to access the campus
for services for a period of time.

The guest will receive the original two sided form. A
carbon copy will be submitted to shelter management
for filing.
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Appeals Process
Every guest who receives an Infraction Report has
the right to appeal. If you dispute an Infraction Report, you have the right to appeal your consequence.
The Appeals Process can be found on the reverse
side of the Infraction Report.

To submit an appeal a guest must return the completed Infraction Report to the front desk with his or
her version of what happened or a reason for appeal
explained on the space provided on the backside of
the form.
If a guest does not wish to appeal, no action needs to
be taken.
After an appeal is submitted, the following will occur:
1) Management will make at least 3 attempts to
contact the guest and will begin these attempts no
more than 24 hours from receiving the appeal.
2) The guest will be called in to meet with at least
two members of staff to discuss the incident and
the appeal.
3) A decision will be made and the guest will be
informed of this decision in writing at the conclusion of your meeting with management.
IMPORTANT: To move forward with an appeal, we
need to be able to contact you. Providing contact
information is the best way to ensure a timely
appeal.
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Brother Francis Shelter
1021 East 3rd Ave
Anchorage, AK 99501
907-277-1731
CSSAlaska.Org
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