RULES FOR
SUNNYSI DE - WEST COTTACE

In the absence of the Charge Attendant, the Attendant designated to
act as such will be the Acting Charge,

No one is to be accepted as a patient by transfer, or "Oh visit", from
anot her grade, or building except on proper order. Each newy admtted
patient nust be reported by the Charge Attendant to the. Staff Physician
assigned to the building at his next rounds.

Patients are to rise at 6:00 AM, and retire at 9:00 P.M

Roll call or population check of innates is to be taken at neal tines
and at such other times as nay seem advi sable or necessary. Anyone
absent and not accounted for nust be reported immediately to the Main
Gfice and to the Ofice of the D vision Supervisor.

Breakfast is served at 7600 A.M; dinner at 11:30; supper at 5:00 P. M

Visiting hours are to be from9:00 to 400 P.M daily including
Sundays and Hol i days, except during neal tine. VM sits nust be re-
stricted to those presenting a visitors card issued at the Main Cifice
on the day of the visit. |In case of visits by Physicians or Attorneys
engaged to see a patient professionally, necessary privacy nust be
provided to serve the purpose of the visit.

No patient is to be permtted to | eave the buil ding, except with the
know edge and approval of the Charge Attendant.

Work assignnments inside of the building to ﬂati ents are to be nade by
the Charge Attendant with the approval of the Staff Physician.

No nedi ci nes, cathartics, enemata, hot packs, or other forns of treat-
ment, except first aid in an emergency, are to be given by any enpl oyee
except on the orders of a Staff Physician.

Patients permtted to snoke nust do so only with the approval of the
Char %e Attendant and restricted to the day room area/ t ches nust
not be given to patients and any matches or |ighters observed in the
possession of patients, nust be confiscated and given to the Super-
visor with report of the violation.

No patient is to be placed in an isolation room except on the orders

of the Charge, or Acting Charge Attendant. The D vision Supervisor

and the Physician assigned to the building, or in his absence, the

D vi sion Supervisor nust be inforned of such action and the reasons

for it as Prpn’ptly as possible. Such patients nust be seen as soon as
possible it it appears necessary or advisable and at |east once in each
twenty-four hours bP/ a Staff Physician. Unless the Physician approves
the isolation, the [ength of sanme and conditions thereof, he nust re-
port the matter immediately to the D vision Supervisor and Senior

Physi ci an of Superintendent, to determne what plan is to be foll owed.



Al'l doors, drawers, and cabinets fitted with [ ocks, nust be kept | ocked
except when in actual use.

Each enpl oyee nust keep in his personal possession, all keys issued
for his use, and nmust never entrust thon to a patient, nor permt a
patient to use them

Patients are not to be permtted to have | ock boxes unl ess approved
by the Charge Attendant. Al |ock boxes are to be inspected in the
presence of the patient once each thirty days and record of the date
of such inspection kept. Any irregularities suspected or observed
must be reported to the Division Supervisor by the Charge Attendant,
or Acting Charge Attendant and the use of the box by the patient dis-
continued until approval to resune use of sane has been given by the
D vi si on supervi sor.

No letters witten by or for patients are to be nmailed except to a
regul ar correspondent and shall first be approved by the Charge

Attendant or Division Supervisor. Al other |etters ana any I nproper
or doubtful ones to correspondents, are to be sent to the Socia
Service Departnent for the necessary attention. Al letters from

patients are to be sent to the Main Ofice for mailing.

Al enployees will be required to observe the above rules at all tinmnes.
They wi Il be expected to seethat the conduct of patients is kept

wi thin proper bounds, and they nust be fair, inpartial and kind in

the treatnment of patients, the Charge Attendant wll require any
Attendant on duty in the building who observes mstreatnment of a
patient, either by another enployee or by a patient, to report sane

to himimedi ately so that the necessary corrective neasures nay be
taken. Attendants nust nmake every possible effort at all tinmes to
prevent patients frommstreating each other in anyway.
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