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COMPREHENSIVE SHELTER ADMISSION POLICY
1. Policy Objective
To provide clear, inclusive, and safety-oriented admission procedures for the admission of women and children survivors of abuse. 

2. Guiding Principles
· Inclusivity: Services are available to all survivors regardless of nationality, race, religion, age, or disability.
· Survivor-Centred Approach: Admissions are guided by individual needs, safety considerations, and trauma-informed care.
· Child Safety: Prioritising the wellbeing of children in every intake decision.
· Confidentiality: All client information is kept strictly confidential.

3. General Admission Criteria (Shelter admission) 
Clients must meet the following baseline requirements:
· Women aged 18 to 65 years (exceptions for those above 65 in need).
· Accompanied children (boys and girls) up to 10 years of age.
· Pregnant women are welcome.
· Non-South African citizens are eligible.
· Willingness to undergo medical screening.
· No current substance use (clients must be sober and willing to remain sober).

4. Emergency Admission Process
Step 1: Initial Contact
· Time: After-hours, weekends, or emergency walk-ins.
· Handled by: Housemother.
· Action: Basic safety screening and emergency admission.

Step 2: Temporary Admission
· Client is offered emergency accommodation until the Social Worker is available.
· Housemother completes a short intake form and writes an incident report.

Step 3: Formal Assessment
· Conducted by Social Worker by the next working day (within 48 hours of arrival).
· Medical referral and tests scheduled if not already done.

5. Full Admission Procedure
Step 1: Referral and Enquiry
· Referral by:
· SAPS, DSD, NGOs, hospitals, clinics or directly.
· Complete a Preliminary Intake Form:
· Client details, presenting problem, emergency context.

Step 2: Holistic Assessment
· Conducted by a qualified Social Worker within 48 hours.
· Includes:
· Psychosocial assessment.
· Safety risk assessment.
· Substance abuse history.
· Child welfare concerns.

Step 3: Medical Assessment
· Clients are tested for:
· HIV, TB, substance use, STIs, and other relevant conditions.
· Conducted at the local clinic/hospital.
· Medical records must be submitted before full acceptance.

Step 4: Document Verification
· Required documents:
· ID / asylum papers / birth certificates.
· Referral letter and contact info of referrer.
· Family composition sheet.
· Medical and educational records of children.
· Two contactable relatives.
· Proof of schooling if applicable.
· Social worker contact from home area.

Step 5: Substance Use Screening
· No active users will be accepted.
· If needed, Manageress and Social Worker may conduct a drug test.
· Client must commit to sobriety during stay.

Step 6: Admission Decision
· Social Worker and Social Axillary jointly decide.
· Admission based on:
· Meeting all criteria.
· No threat to other residents.
· Availability of space.
· If rejected, referrals to appropriate institutions are made.

Step 7: Orientation
· House rules, program expectations, and grievance procedures explained.
· Welcome pack provided.
· Assigned to a case manager (Social worker and Social Auxiliary worker. 


6. Specific Admission Requirements
	Requirement
	Description

	ID/Documentation
	ID, passport, birth certificate, refugee/asylum documents.

	Address
	Most recent known address

	Family Composition
	Details of children, dependents

	Contact Persons
	Two contactable family/friends

	Social Worker Contact
	From referring or local DSD area.

	Reason for Admission
	Verified threat, abuse, or emergency

	Medical/Dental History
	To ensure proper care.

	Education Info
	Last school attended for children

	Recreation/Interests
	Helps personalise support services.

	Counselling History
	To inform care planning.

	Transport Needs
	If needed for court, clinics, etc.

	Accommodation Period
	3 months, reviewed every 2 weeks.

	Exit Plan
	Linked to reintegration and community support.



7. Re-admission Guidelines
· Clients previously admitted will not be re-admitted unless under exceptional and verifiable circumstances.
· Clients who completed programs at other shelters may be accepted upon assessment if not shelter-hopping.
· Case-by-case review by Social Worker and Shelter Manager.

8. Post-Exit Procedures
· Clients are linked with:
· Local social worker.
· Reintegration support services.
· Community housing options or reintegration shelter.
· Exit report compiled and kept on file.
9. Record-Keeping
· All intake forms, assessments, and reports are properly filed.
· Confidentiality and privacy policies strictly enforced.

10. Implementation Plan
Step 1: Policy Update
· Amend shelter manuals and handbooks.
· File revised documents with oversight bodies.

Step 2: Staff Orientation and Training
· Staff and volunteers trained on:
· Trauma-informed care.
· Risk assessment.
· Inclusivity (non-citizens, elderly, pregnant clients, persons with disabilities).

Step 3: Intersectoral Partnerships
· MOUs with:
· Child Protection Services.
· Clinics and hospitals.
· Elderly care services.
· NGOs supporting asylum seekers and refugees.

Step 4: Communication Plan
· Update:
· Website.
· Intake forms.
· Flyers and brochures.
· Notify partners and referral agencies.

Step 5: Monitoring and Evaluation
· Review policy every 12 months.
· Client and staff feedback tools.
· Adjust procedures based on feedback and operational demands.

Effective Date: Immediately
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