SKI NNER HALL ANNEX | |1

In the absence of the Charge Attendant the Attendant assigned to duty
in the Ofice will be the Acting Charge.

No one is to be accepted as a patient directly or from the Hospital or
by transfer or "On visit" fromanother grade or building in the insti-
tution except on proper order, and nust be reported to the physician
assigned to the building at his next rounds, together with the reason
for adm ssion.

Patients are to rise at 6:30 AM and retire at 9:00 P.H

Bol| call or popul ation check of inmates is to be taken at neal tine
and bed tine and at such other tines as necessary. Anyone absent and
not accounted for nust be reported imediately to the D vision.
Supervisor, to Main Ofice and to Superintendent.

Breakfast is to be served at 7:00; dinner at 11:30; and supper at 5:00.

Misiting hours are 9:00 to 11:00 AM ana 1, to 400 P.M daily.
Visitors nmust be restricted to chose presenting a visitor's card issued
at the Main Ofice on the day of the visit. In case of visits by

physi cians or attorneys engaged to see a patient professionally, nec-
essary privacy mnmust be provided to serve the purpose of the visit.

No patient is to be permtted outside the barred section wthout the
permssion of the Charge Attendant. The approval of the physician
assigned to the building oust be secured except in energencies or if
a patient is to visit with relatives or friends.

Wrk assignnments to patients inside the building are to be nmade by the
Charge or Acting Charge Attendant with the approval of the physician
assigned to the building, or Senior Physician.

Patients Properly aut hori zed for detail duty outside the building are
to be called for and returned to the building by an authorised enpl oyee
who w il be responsible until patient has been admtted to the bullding.
Failure to conply with this rule nust be reported imediately to the
Superintendent's office and to the D vision Supervisor, Such patients
are to be searched before | eaving and i mredi ately upon having been re-
turned to the buil di ng.

No patient la to be placed in an isolation roomexcept 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

Di vi sion supervisor, nust be informed of such action and the reasons
for it as Pronptly as possible. Such patients nust be seen as soon as
possible if it appears necessary or advisable and. at |east once in each
twenty-four hours by a staff Physician. Unless the Physician approves
the isolation, the length of sanme and conditions thereof, he nust report
the natter immediately to the D vision Supervisor and Senior Physician
or Superintendent to determne what plan is to be foll owed,



Patients restricted to the building are to be taken to the outside
exercise and play yard at |east once each day except in inclenent

weat her or when the condition of the ground prevents. During the

time patients are in the play ground area one attendant shall be on
duty on the north and one on south side or court and one outside

the fence. They shall remain outside until ail inmates have returned
to the building, but one of themis to station herself at the entrance
from the yard at the conclusion of the play time period to supervise
return to the buil ding.

The Charge Attendant or acting Charge is to Check all bars, guards and
| ocks at |east once daily to see that they are in proper condition,
report any defect imediately to the Division Supervisor and place in
ef fect necessary restrictions until the condition has been corrected.

Each Attendant will be responsible for keeping doors |ocked at all
ti mes except when in actual use.

The tunnel door nust never be opened while the dining room door is un-
| ocked or if any patients other than one detail approved for such duty
by the Charge attendant is present in the dining roomat the tine.

The Charge or Acting Charge attendant will not admt anyone to visit
patients except those presenting a proper visitor's card, wll inform
them of the visiting rules ana see that these are observed. They wll
see that no articles are given or accepted by the patient or visitor
wi t hout havi ng approved sane and nmade any required record of sane.
Patients who are to visit nust be searched before the visit ana upon
return to the grade.

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 letters or inproper or doubtful ones
to correspondents are to be sent to the Social Service Departnent for

the necessary attention.

Lock boxes are to be approved by Charge Attendant ana 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 or Acting
Charge attendant and the use of it by the patient discontinued until
approval has been given by the Division Supervisor.

Al Attendants will have to observe the above rules at all times and
to insist that the patients' conduct be kept within proper bounds.
However, they will be required to be fair and inpartial in the treat-
ment of patients. They will be expected to be interested in then

attenpting to secure their good will and confidence in an effort to
help to rehabilitate them and to nake them as satisfied, confortable
and useful as possible while patients in the building.



The Charge Attendant will require any Attendant on duty in the build-
ing who observes mistreatment of a patient, either by another employe)
or by a patient, to report same to him immediately so that proper dis-
m?llnar action may be taken. Attendants must make every possible
effort at ail times to prevent patients from mistreating each other
in any way.
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