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RETIREMENT & ASSISTED LIVING COMMUNITY





ASSISTED LIVING

RESIDENTAL INFORMATION HANDBOOK

WELCOME TO EVERGREEN ESTATES
We are pleased to present you with this copy of our Residential Information Handbook for your review.  This handbook will outline the basic rules and policies governing our facility.

Management and the Resident Council have jointly established these rules or policies for the comfort and safety of all residents.  Management is responsible for enforcing all rules or policies outlined in this handout, along with all laws that govern our business
IMPORTANT STAFF & POSITONS

Peter A. Camerlo…………………………..………………………….Administrator

Peggy Adamek…………………..………..………………..Assistant Administrator
Kathi Way……………………………………………………....Director of Nursing

Rhicca Watkins…………………………………………………….Dietary Manager

Patrick Kane…………………………………………..…Plant Operations Manager

Brandi Blankenship……………………………………….…Activities Coordinator

IMPORTANT PHONE NUMBERS

Aging & Disability Services Administration Complaint Resolution Unit (CRU)

(800) 562-6078

Washington State Long-Term Care Ombudsman

(800) 562-6028

BASIC APARTMENT RULES

Residents are not permitted to sublet the apartment or allow other individuals to dwell in the apartment without the permission of Evergreen Estates.

Residents are not permitted to conduct a business, engage in any unlawful purposes or permit unlawful activities on the premises.

Residents are not allowed to make any alterations to an apartment without prior permission from the front office.  

Residents are not permitted to place wall or floor decorations outside of their apartment.  Resident may hang objects on their front door as long as it doesn’t block the apartment identification found on the door.  Nails or tacks may not be used; however, maintenance can install an approved hanging device on the door for you if one is not already attached.

Residents are to immediately notify management of any appliances, fixtures or equipment not operating correctly.  

Residents are required to maintain their apartments in an appropriate level of cleanliness, so as to control unwanted odors and pests.  If a resident is unable or unwilling to maintain their apartment in a clean manner, management will ask the resident to resolve the situation to the satisfaction of the facility.  Unchanged or reoccurring issues may result in the facility requesting the resident to vacate their apartment.

There can be no items left in the walkways where emergency personnel or staff will need to walk or maneuver equipment around a person in response to an emergency.

In accordance with Washington State Fire Marshall rules and regulations the following items are not permitted:

· Any item that requires the use of an open flame (i.e., candles, propane heaters, kerosene lanterns and barbeques)

· All electrical portable space heaters

· Live Christmas trees

· All extension cords.  UL approved surge protectors are permitted.

Residents are not permitted to keep pets, to include dogs, cats, fish, birds or reptiles.

All weapons (antiques included) are not permitted on the premises.  A list of unauthorized weapons are listed below, but this not an all inclusive list.

( Firearms
( Tasers   ( Pepper Spray

Evergreen Estates does not provide storage units/bins for residents.  You will need to assure that all of your personal belongs are able to safely fit into your apartment or make necessary arrangements for their storage.
APARTMENT DOORS

All the apartment doors have magnets to hold the doors open.  Evergreen reserves the right to close these doors or permanently disconnect them due continued issues concerning:

· Offensive odors:  Any offensive odors intruding into the hallways
· Temperature issues:  Leaving windows open during hot or cold weather, while we are trying to cool or heat up the hallways.  This includes leaving AC/heating units operating in reverse of our main hallway systems

· Noise issues:  Loud TV speaker settings, snoring, telephone conversations and family discussions

· Offensive views:  Walking around in your apartment with no clothing on or in undergarments

PARKING

The front entrance driveway is to be used for loading and unloading of residents or furniture.  At no times may an unattended vehicle block any wheelchair ramp.
Vehicles must be licensed and in operational condition, if they are to be parked in our parking spaces.

EMERGENCY DRILLS

To assure that our staff is prepared for an emergency, the Washington State Fire Marshall demands that we perform a minimum of one emergency fire drill per month.

These drills not only prepare our staff for an emergency, but they also test the operation of our safety equipment in the facility.  During these drills you often will hear a piercing alarm along with flashing lights throughout the facility.  Hallway smoke doors will automatically close and all the elevators will automatically return to the bottom floor.

Upon the completion of the drill we will announce “ALL CLEAR” over our public address system, along with some other notifications or directions.

Your Responsibilities:  

· Stay in your apartment with the door closed

· Cooperate with the directions of staff

STANDARD OF CONDUCT

We ask that all residents conduct themselves with respectful behavior.  Residents are to treat others with dignity and respect.

· No yelling or cursing at others, to include staff

· Residents are not to be drunk and/or exhibit disorderly conduct while inside the building

BEAUTICIAN & BARBER SERVICES

The Beauty/Barber Shop is located on the 2nd floor next to the laundry room.  The beautician is an independent operator and a Washington State Licensed Beautician.  Prices and appointments can be obtained by contacting her at the shop.

US POSTAL MAIL SERVICES

The mailboxes are located in the entry way of the front lobby.  You will be provided a mail box key to your lockable mail box.  Packages that cannot fit inside your mail box will be delivered to your apartment. 

You can mail items by using the mail drop slots.  Larger items can be left at the front desk to be mailed out.

Books of stamps can be purchased at the front receptionist desk.

Residents are not permitted to go through any mail left at the front counter.

FRONT ENTRY DOORS

The front doors can be opened by using the automatic door opener push buttons.  These doors stay open for a short period of time.  Please be aware of the time intervals these doors may remain open so that you do not get hit by the door closing.

The front doors are locked at night for security reasons.  The doors are locked at approximately 8 PM; however, this is subject to change depending on Day Light Savings Time.  You will be provided a key to the front doors at the time of signing your rental agreement.

If you should be locked out, there is a push button device located inside the entry way that will alert staff.

SECURITY OF KEYS & CHANGING OF LOCKS

Residents are not permitted to make copies of any keys issued.  Resident found to be in violation may be required to reimburse the facility for rekeying any locks affected by the making of unauthorized keys.

Evergreen Estates reserves the right to demand the turnover of keys provided to loved ones.

APARTMENT ACCESS BY STAFF

Residents will allow staff to enter the apartment for the services prearranged by the resident, to include normal housekeeping duties and repairs or services the resident has requested.

Employees are permitted to enter a resident’s apartment any time the resident uses their emergency push button or to accompany emergency personnel into the apartment.

Unless otherwise stipulated by the resident, employees are allowed to enter the apartment to perform periodic safety checks.  If the resident decides to disallow these safety checks for any reason it will be noted in the resident’s Care Plan.
For all other reasons, residents are required to grant access to management upon a 2 day written notice of their intent to enter the apartment.

ACTIVITIES

We provide activities on a daily basis with the goal of meeting the personal desires and preferences of the resident as well as to involve the resident in the community.  While most activities that take place at Evergreen Estates are free of charge, some outside activities such as shopping trips, theatre productions, concerts, etc., may involve a fee.

The Activities Coordinator is always open to suggestions and requests for activities geared to an individual’s interests.

TOBACCO FREE

Evergreen Estates is a tobacco free facility.  The use of tobacco products inside our facility or on the grounds owned by Evergreen Estates is strictly not permitted.  Reasonable evidence of smoking inside an apartment is considered a serious offense and may result in the individual being evicted from the facility.

ALCOHOLIC BEVERAGES

Residents may use alcoholic beverages within their apartments; however, alcohol beverages are not allowed in the dining room or common areas.

NO SOLICITATION

There is no solicitation of any kind permitted within the facility; this includes distribution of religious materials.

PERSONAL HYGIENE & DRESS CODE 

· No housecoats or nightgowns will be worn while in all common areas (hallways, dining rooms and lobbies)

· Resident must wear appropriate foot coverings and shirts while in the facility

· Personal hygiene & body odors must not be offensive to other residents

GRATUITIES

Employees are strictly prohibited from accepting gifts or gratuities.  Residents are asked not to offer any form of gratuities, to include gifts.  Employees who accept any form of gratuity may be disciplined, to include termination of their employment.

During the December holiday season the Resident Council may perform a fund drive that they will use to distribute monies to employees.  This is performed by the Resident Council’s discretion and Evergreen Estates has no involvement in the collection or disbursement of these funds.
BATTERY POWERED SCOOTERS

Residents who own a battery powered scooter or electric wheelchair must have a medical or physical necessity to operate & store such a device inside the building, as determined by the Director of Nursing.
Owners are:

· To store the device inside their apartment when the resident is out of the facility for any length of time.

· May park/charge these devices in the hallway near their apartment; however, never blocking safety or hand rails.  Evergreen is not responsible for adding electrical outlets for the purpose of allowing a resident to charge this device.
· To operate the device no faster than walking speed and always yield to walking residents in the hallway
· To keep these devices free from debris and clean so as to not track mud, dirt or other items into the building or their apartment

· Responsible for any damage to the building or their apartment

· Responsible for any injuries to other persons

DINING ROOM SEATING

Evergreen has restaurant open dining.  This means that there is not assigned seating or reserving a chair for another resident.  Residents are encouraged to mingle among others and meet new people and start new friendships.
During each meal period residents come and enter the dining room dependent on available seating.  

Due to safety issues, residents who use a wheelchair or a mobility device of equal or larger size to ambulate to the dining room will be required to sit at one of the front tables.

DINING ROOM ETIQUETTE

· Men will remove their hats when in the dining room

· Residents with flu like symptoms will not eat into the dining room

· Cell phone usage is not permitted

· Overly loud conversations will not be permitted

NOISE LEVELS

Televisions & radios are to be maintained at reasonable levels as to not disturb your neighbors.  Special consideration regarding noise levels should be considered by all from 8 PM – 8 AM.

EMERGENCY CALL SERVICES

Every resident is issued an emergency call button that they should have with them at all times, for the purpose of summoning assistance in cases of emergency.

If a resident were to misplace their call button, a new one will be immediately issued.  The resident may be financially responsible for the cost of the replacement call button.

TRANSPORTATION TO MEDICAL APPOINTMENTS

Residents are required to notify the Director of Nursing’s office of all medical appointments.  This will allow the necessary time for this office to ensure all proper paperwork is ready for your appointment.  The office is available to assist residents with scheduling medical appointments.

Evergreen will assist with transportation to and from medical appointments that are scheduled within our Medical Campus.  Residents should allow for up to 30 minutes advance notice of all appointments.

Employees are not permitted to transport residents for any reason with their private vehicles, due to liability reasons.

BED HOLD POLICY
· Private Pay Residents:  There is no bed hold policy for private pay residents.  If the resident wishes to hold the apartment for their return from a hospital or a nursing home the resident is required to pay the normal basic apartment rent.  Rent will discontinue when the apartment is vacated of all personal belongings.

· Medicaid (COPES) eligible residents: Evergreen is required to hold their apartment when a resident leaves Evergreen for a hospital or a nursing home stay and it is expected that they will return within 20 days.  

Evergreen does not hold apartments without payment, beginning on the 21st day.  The resident is required to vacate the apartment of all personal belongings or agree to pay Evergreen privately at the resident’s daily rate for the apartment.  

If the resident desires to return to Evergreen at a later date they will be reassessed by the Director of Nursing and if they still meet our admission criteria they will be admitted to the first Medicaid available room, if there is no waiting list.  If Evergreen has a waiting list for these types of rooms they may be added to the waiting list that is in order of notifications.
MEDICAID CONVERSION

Evergreen requires residents to inform the facility in advance when they begin to apply for Medicaid (COPES) assistants or when they may reasonable understand when their Medicaid benefits are to expire.

SERVICES, ITEMS AND ACTIVITIES INCLUDED IN BASIC SERVICES RATE

· The resident may occupy and use the apartment.  This is a private unit and comes with window coverings, floor covering, and a non-combustible waste container.  If the resident desires, a bed, linens, towels, washcloths and a storage drawer are available.  The resident may use his or her own personal belongings and furniture, subject to space considerations and the safety of others.

· Married residents have the right to live together in a double size room as long as both spouses consent.

· All utilities, except telephone service, is included
· Reasonable access to a non-pay telephone in an area that affords privacy to the Resident.

· The facility shall maintain a staffing level of one licensed nurse (RN) 8 hrs a day, 5 days a week.  The licensed nurse hours will be primarily 8:00 a.m. to 5:00 p.m. Monday thru Friday or as required.  There will be a licensed nurse on call 24 hours a day. One NAC or NAR will be present 24 (twenty-four) hours per day, 7 (seven) days a week on each floor.

· Immediate consultation with the resident’s physician and, unless the resident objects, notification to the resident’s legal representative or an interested family member whenever (a) the resident is involved in an accident which requires or may require physician intervention; or (b) there is a significant change in the resident’s physical, mental, or psychosocial status.

· Prompt notice to the resident or the resident’s representative, and, unless the resident objects, notice to an interested family member whenever there is (a) a change in the resident’s room; or (b) a decision to transfer or discharge the resident from the Facility.

· Housekeeping and clean linen services weekly.

· Three meals daily, snacks and beverages.

· Planned activity programs, designed to meet the residents’ preferences.

· Limited nursing services, medication assistance, personal laundry services, and personal care services, to the extent such services are required by the resident’s negotiated service agreement. 

· The Facility will provide limited nursing services and will allow additional on-site health care services to the maximum extent allowed under its licensing regulations.  If the resident requests, the Facility will assist the resident to obtain the additional on-site health care services.

· If the resident requests, the Facility will help the resident obtain and coordinate services such as:  transportation to medical services and recreational activities, physician services, pharmacist services, mental health services, physical or occupational therapy, hospice, home health care, podiatry, barber/beauty services, and other services necessary to help the resident in maintaining as much independence as possible.

· Coordination of services with external health care providers.
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