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Quest PROGRAM GUIDELINES

The Quest program strive to ensure a therapeutic environment that fosters pro-social skill development. For
this to occur, it is critical that staff communicate effectively with their peers and supervisors about all work
related needs. Because of the number of staff and patients, communication can be difficult at times. Due to
this, there is an established “Chain of Command” for staff to follow to ensure that they are getting their needs
met. We will discuss this more in detail during the training process. We ask that staff adhere to this at all
times to ensure that the program runs as well as possible.

While working through the Chain of Command, we ask that if a staff member is having difficulties with another
staff, to first try to work things out in a professional manner before going to your group leader. If, for some
reason, this is not a viable option, the staff will need to follow the Chain of Command as trained.

Our job is to protect the patient in every way. This includes not revealing any patient information (names,
funny personality traits, etc.) to others who are not working in the program and/or employed at Four County.

Having a relationship with a patient outside of Quest is not permitted. The relationships we maintain must
remain professional. If you find that you have a relationship with a patient that is assigned to your group,
contact your group leader immediately to explain how you know the patient to determine if a dual relationship
is present.

This job requires intense levels of supervision with the patients. Our focus must always be on the patients that
we serve when at work. Therefore, staff must maintain professionalism at all times and actively engage the
patients while refraining from distractions including but not limited to; personal conversations with other staff,
cell phones, etc.

Due to the nature of the summer program, those that are employed to work with us will not be afforded
tobacco breaks during the work day. Most of the facilities we utilize are tobacco-free facilities.

Because the Summer Program is only 13 weeks long and the positions are considered “Temporary/Seasonal,”
you are required to make a commitment to the entire 13 weeks. Time off for family emergencies, doctor
appointments and school related functions will be granted as follows:

e based on program needs

o first comeffirst serve basis

e with two week notice unless circumstances do not permit.
If you are aware of time off need please notify your supervisor as soon as possible.

Four County Mental Health policies state that a driver cannot smoke, eat, drink or use a cell phone while
operating a vehicle while on company time. Failure to adhere to local and state laws, along with agency
policies regarding the operation of a vehicle as well as failure to remain in compliance with our insurance
carrier's requirements could result in loss of driving privileges and/or employment.

Employees who qualify to drive agency vehicles will be required to take a road-driving test. Instructions on
where to report for the test will be provided by the program coordinator during the allotted training times.

Because of growth in our program, we are at a point in which we may exceed our capacity of agency owned
vehicles. With this, if you are approved to drive for the agency, we may at times need to ask staff to use their
personal vehicle for work related needs. By indicating that you are willing to use your personal vehicle, this
allows us to better manage our program needs. In the event that this happens, you will be reimbursed at the
current rate as set forth by our agency administration. The current rate is $.46/mile.

It is recognized that cell phones are part of our culture and they provide many conveniences to us. However,
conducting personal business during work hours is considered unethical. You are not to communicate through
any social media, voice or messaging services during work time without prior permission from your supervisor.
To ensure this, it is required that you place your personal cell phones on silent, with vibrate mode. If approved
by a supervisor, a phone call may be made if kept short. We do ask that while on transportation routes, as a
non-driver, that you have your cell phone turned on and available in the event we need to communicate with
you regarding your route.

Under no circumstances are you to be using a cell phone, voice or messaging services, while operating a
vehicle. If you receive a call while driving, allow it to go to voice mail. If it is work related, noticeable by Caller
ID, hand the phone to another staff member in the vehicle to take the call for you. If you must take the call,
then you are required to pull the vehicle over prior to answering.

Cultural trends encourage the use of social media to communicate with family, friends, peers and associates.
While what an employee does on his/her own time is personal business, if those actions either reflect
negatively on the interest or image of the agency and/or violate agency policies, corrective action up to and



Dress Code

including termination may occur. It is a direct violation of agency policies to take photographs or share any
information regarding our patients. Furthermore; it is a violation to share pictures and/or any other information
outside the work place in a manner that may disclose the patient’s identity and/or personal information.

Members of the Quest staff are required to adhere to the agency dress code policy when reporting for work.
The following is taken directly from the agency policies regarding dress:

“Acceptable personal appearance, like proper maintenance of work areas and agency property, is an
ongoing requirement of employment with the Agency. Radical departures from conventional dress or
personal grooming and hygiene standards are not permitted.”

Due to the nature of the positions for the Quest Program, the agency has given us some leeway in our dress
code to ensure that we are wearing clothing that is appropriate for the activities we engage in. The following
are the specific guidelines that must be adhered to.

Shorts:

Shorts are permitted within the program. They can be of any style but must be free of words and phrases
across the buttocks area while maintaining a loose fit to the body and a length that comes to within 2
inches of the kneecap when standing. Furthermore, they must be free of any holes, natural or unnatural.

Pants

Jeans and casual business pants are permissible. They must be free of words and phrases across the
buttocks area while maintaining a loose fit to the body. Furthermore, they must be free of any holes,
natural or unnatural. Yoga pants and leggings are not allowed.

Shirts:

T-shirts must be a round neck collar (no V-neck, or low riding collars) and touch the neck while providing
adequate coverage of the mid-section. Sleeves must be regular t-shirt sleeves (no cut offs, halter tops,
spaghetti straps.) Advertisements on the t-shirts must not be counterproductive to our purpose of
enhancing the lives of the patients we work with (i.e. no drug, alcohol or tobacco related advertisements).

Shoes:
Must be tennis shoes (no boots, flip flops, sandals, crocks, slippers, flats, etc.). This applies to all work
related activities, including staff meetings.

Tattoos and body piercing:

To ensure safety of staff and patients, any jewelry being worn at program needs to be free of the ability to
be grabbed by or hooked onto a patient. This would include, but not limited to, hoop rings, necklaces,
hanging chains, etc.

If tattoos are seen as distracting, then staff will be asked to wear clothing that will provide adequate
coverage.



