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Welcome from the Executive Director 

 
Dear Friends, 
 
"House my people" were the words of the Lord that crossed my heart November 2, 2012. Two 
months later on January 2, 2013, CAST - the Chesapeake Area Shelter Team, launched to 
provide emergency overnight winter shelter to the homeless in local churches hosting one week 
at a time. Seven winter seasons later, 20+ churches host 20 weeks averaging 45 guests per 
night....men, women, and families. God provides and His people called to serve are blessed 
indeed!  
 
"...for I was hungry and you gave me food, I was thirsty and you gave me something to drink, I 
was a stranger and you welcomed me..." (Mat 25:35, NRSV)  
 
Yet through these busy CAST years, the yearning for a building, the yearning to do more, 
exceedingly more, to help the homeless help themselves persisted. Then in late July 2016, I 
received a text message from Susan Burton stating, "You want a house?" I knew it was an offer 
from the Lord. I said yes, hesitated, said yes, hesitated then finally said yes. Why the hesitation? 
I am human. :-) I knew my world and my family’s world were again about to change. I had seen 
it before and I had to pause. CAST had been amazing; CAST had been difficult at times; CAST 
blessed me beyond anything I'd ever experienced. I posed the question to my husband and he 
knew my heart. My prayer is to accomplish ALL the Lord has assigned. 
 
Centerville Baptist Church and Pastor Kevin Ritter offered the opportunity to develop "the yet 
something more for homeless in Chesapeake" during those very short 6 weeks! God is good. 
Consulting with Mr. Sam and Mrs. Melissa Howard and Mr. Joe Hayes, all of the nearby 
emergency and transitional programs, and prayer -- much prayer. Then on September 1, 2016, 
Burfoot House: Program for Homeless Women was born. The house itself needed major trash 
removal then renovation. Each and every step, God made a way. The churches, the community, 
businesses, volunteers came forward to help, to toil, to donate. Love in action...the body of 
Christ.  

I am deeply moved to write this letter at the opening of the Burfoot House early August 2017.  

Blessings, 
Trudy 
 
Trudy Rauch, M.S., ATR 
Executive Director, Burfoot House 
Founder & Agent of Record, ABBA List 
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Public Disclosure Statement 

Effective October 10, 2016, the City of Chesapeake (VA) Zoning Administrator determined that 
the Burfoot House at 916 Centerville Turnpike, South was “legally nonconforming” as a 
residential care facility and met the required stipulations of the conditional rezoning (R(c)-98-30) 
as a church related activity.   
 
The statements below have been prepared and distributed to meet requirements of HUD’s 
Standards of Care for organizations serving the homeless.   

Mission Statement 

Burfoot House, a transitional program for homeless single women, will empower and equip 
single women to achieve and maintain self-sufficiency. 

Vision Statement 

Homeless Single Women will be inspired to become self-sufficient and maintain permanent 
housing through individualized training, mentoring, and community support. 

Values Statement 

Burfoot House is committed to empowering homeless single women with the tools necessary to 
achieve and maintain self-sufficiency in order to maintain permanent housing for themselves.  
The work of Burfoot House is grounded in the belief that women need the safety, security, and 
permanency of a home in order to nurture and support themselves, to develop and mature 
emotionally and physically, to grow in mind and spirit, and to achieve success in all aspects of 
life. We, the women and men (volunteers and staff) of Burfoot House, conduct all our business 
by the following values: 

• We deliver SATISFACTION to those we serve.   

We are dedicated to satisfaction (both internal & external). We believe in respecting our 
clients, staff, volunteers, Leadership Team, and ABBA List non-profit Board of Directors, 
listening to their requests and understanding expectations. We strive to exceed their 
expectations. We will create and maintain a relationship of mutual trust and an 
environment of open and honest communication. 

• Our WOMEN are our most valued asset. 

We treat one another with respect and take pride in the excellence at which we conduct 
all our affairs. Our continued success requires us to provide the education and support 
needed to help our women grow. We provide a safe, satisfying, happy, and nurturing 
living and work environment. 
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• We act with INTEGRITY in all we do. 

We are each personally accountable for the highest standards of behavior, which includes 
honesty and fairness in all aspects of our work. We fulfill our commitments as 
responsible citizens, volunteers, and teammates. We will consistently treat our clients, 
staff, volunteers, partners, and resources with respect. We work to achieve diversity in all 
aspects of our services. 

• We provide LEADERSHIP as a ministry, organization, family, and individual. 

Burfoot House’s leadership is founded on committed volunteers effectively applying 
innovative and sound business management. We serve our clients and our community 
with superb quality services. We each lead through our competence, creativity, and 
teamwork. Our leaders, by example, consistently lead people to successful performance 
and daily demonstrate Burfoot House’s values and ethics. Our leaders understand the 
need for and practice clear, two-way communication, serve as role models to and foster 
growth in leadership and citizenship in our clients. 

• We take responsibility for QUALITY. 

Our service will be “best in class” in terms of value received for community support. We 
will deliver excellence, strive for continuous improvement, and respond vigorously to 
change. Each of us is responsible for the quality of whatever we do. 

• We regard our CLIENTS as essential team members. 

We make our clients (both internal and external) full partners in driving quality and 
efficiency in empowering women to achieve and maintain self-sufficiency. We expect our 
clients to be consistently reliable and adhere to our ethical standards and commitments to 
quality and continuous improvements. Our clients deserve respect, clear agreements, and 
honest feedback on performance. We consider our mission and clients’ needs in 
conducting all aspects of our business. 
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Program Description 

ABBA List is a nonprofit organization. Burfoot House, Program for Homeless Single Women, is 
the first transitional home for homeless single women located in Chesapeake, Virginia. A 
transitional home is different from an emergency shelter. An emergency shelter’s primary goal is 
to provide temporary shelter. Burfoot House’s primary goal is to move single women from 
homelessness to self-sufficiency by providing the necessary training and support.  The women 
accepted to the Burfoot House program receive an initial assessment and screening before 
signing a contract for program participation. Burfoot House will work to enhance and improve 
the quality of life for homeless single women by providing programs designed to equip single 
women with the necessary skills to break the homeless cycle.  

As a transitional home and comprehensive program, Burfoot House is designed for homeless 
single women to achieve self-sufficiency. The Burfoot House Program for homeless single 
women is designed to offer a safe, supportive environment where clients can overcome trauma, 
begin to address issues that led to homelessness or kept them homeless, and begin to rebuild a 
support network. The Burfoot House Program provides 10 homeless single women temporary 
housing in a structured program designed for social and skills development, and empowerment. 
The program provides an intermediate step between emergency housing and supportive housing, 
with limits on the length of stay. The purpose of the program is to empower clients to achieve 
self-sufficiency and permanent housing.  
 
Weekly mandatory curfew and classes on financial literacy, life skills, professional development, 
bible study, and the creative arts. Each client must be verifiable 90 days clean at admission and 
motivated to achieve employment. Clients agree to a monitored saving plan to achieve a deposit 
and first month’s rent for their independent post-Burfoot House living arrangement. While at the 
Burfoot House, each client pays 25% of all income monthly to cover the program fee. This helps 
in part with room, board, some transportation assistance, full-time house monitoring, classes, 
teaching materials, etc. Clients are placed on 28-day probation at entry to Burfoot House to fully 
assess appropriateness of placement. Subsequent 3 to 6-month client reviews by the Leadership 
Team ensure assessment of progress.   

Objectives include: 
• Acclimate the client to a stable, safe environment; 

• Establish short-term weekly plan; 

• Variable length program for making progress towards goals/self-sufficiency; 

• Promote development of interpersonal and decision-making skills; 
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• Teach and foster the development of appropriate social skills and self-care; 

• Provide basic counseling and case management plan; 

• Target specific employment, savings, and housing goals. 

To achieve these objectives, the Burfoot House program offers the following services: 
• Referral to community resources and service needs; 

• Weekly on-site skill building classes: financial literacy class, professional development, 
life skills, boundaries, bible study, creative arts, etc; 

• Mandatory personal development classes ranging from creative arts, professional 
development, financial literacy, boundaries, life skills, to bible study; 

• Alcohol and drug screening upon entry then random screening; 

• Off-site support: AA/NA and mental health counseling; 

• Weekly employment and/or volunteer in community with goal of employment; 

• Nominal program fee of $25 and once employed, fee is based on 25% of income; if the 
client enters after the first of the month, the 25% program fee rate will be prorated for the 
first month; 

• Monitored savings to achieve deposit and 1st month’s permanent housing rent goal; 

• Weekly house duties.  

Who is eligible to reside at the Burfoot House? 

Single women 18 years old and older: 

- sleeping in places not meant for habitation; 

- living in emergency housing for homeless persons; 

- evicted with no residence and lacking resources to obtain a home; 

- verifiably 90 days alcohol and drug free; 

- complete the application and screening process (medical, mental & background). 

Referrals/application to the Burfoot House are made to the Executive Director via email. For  

more information, please contact Trudy.BurfootHouse@abbalist.org or 757-522-7050. 

Who is ineligible to reside at the Burfoot House? 

Women: 

- with children in her custody; 
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- with felony convictions; with child-related restrictions; 

- with active domestic violence cases; 

- with pending warrants; 

- actively using alcohol or illegal drugs; 

- with history of violent, explosive or destructive behavior. 

Description of Facilities 

Burfoot House is a 3,824 square foot two-story dwelling, located at 916 Centerville Turnpike 
South, Chesapeake, VA 23322. The Burfoot House has a living room, community kitchen, dining 
room/learning center, nonprofit office, resident associate’s quarters, five client bedrooms, and 
three bathrooms.   

 
Enrollment Capacity 

Ten to 13 residents have historically been served at the Burfoot House location. The maximum 
number of single homeless women that Burfoot House will accommodate is 10. There are five 
large bedrooms on the 2nd floor and 1 suite for the full-time resident associate on the first floor. 

 
Food Service 

The women clients will adhere to the posted Breakfast, Lunch, and Dinner schedules. Food/
meals are the responsibility of each client at the Burfoot House. Each client is encouraged to 
apply for SNAP benefits by applying online at Virginia Common Help:  https://
commonhelp.virginia.gov. Burfoot House makes available donated or grant funded 
nonperishable food and occasionally meats, fresh vegetables, and fresh fruit. As with other 
aspects of self-sufficiency, food purchase, budgeting, and meal planning is an important skill. At 
least once weekly, the Director of the Burfoot House or her designee will open the pantry and 
freezer, so clients can "shop" and relocate to their own food pantry and refrigerator designated 
space. 
  

Health Requirements 

Women clients at the Burfoot House must be certified by a practicing physician to be free from 
any disease, including PPD Tuberculosis. Documentation will be kept in the secured personnel 
files. 
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History of Burfoot House 

The “Burfoot House” was built by Dr. and Mrs. Burfoot in 1924. The home was sold to 
Centerville Baptist Church is 1978 and was transformed to the state-run Centerville Group Home 
in 1979. For 30 years it served 10 to 13 youth. With a one-year transition, Young Life Ministry 
resided in the house for the next 8 years. In September of 2016, renovations began to prepare for 
the Burfoot House: Program for Homeless Women.  

The Burfoot House Program is a ministry of the ABBA List 501(c)3 nonprofit. The ABBA List 
has a Board of Director’s and the Burfoot House has a Leadership Team. Ultimately, the Burfoot 
House Executive Director, Assistant Director, Leadership Team, Resident Associate, all 
volunteers execute program management and operate the home.   

Burfoot House: Program for Homeless Women 
916 Centerville Turnpike South 

Chesapeake, VA 23322 
757-522-7050 

POLICIES AND PROCEDURES 

As a client of Burfoot House, you are expected to take on tasks associated with independent 
living—rental or home ownership. Each client is responsible for taking care of their own needs 
but also share in other house responsibilities. Clients are responsible for paying a monthly 
program fee and for participating in an individual savings plan. Each client must also complete 
all the goals established in their Individual Life Plan. 

Burfoot House will endeavor to: 
1. Provide a safe environment for the women clients to address life skills  
2. Assist women clients in rebuilding their lives so they can become more productive and 
thriving in their daily living. 
3. Provide positive alternatives and services such as: 

            A. Mentoring 
            B. Life Skills Training 
            C. Financial Management 
            D. Educational Resource Services 
            E. Job Readiness 
            F. Bible Study & Church Service options 
            G. Housing Assistance 
            H. Transportation Assistance 

4. Help the women clients build a new beginning with the potential to move from dependency to 
self-sufficiency if the client: 
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A. Complete all required paperwork and appointments 
B. Comply with Burfoot House policies and procedures   
C. Help establish and complete all requirements of the Individual Life Plan  
D. Notify the mentor of ALL changes and needs. 

CODE OF CONDUCT GUIDELINES 

1. Employment/Education: Burfoot House requires all clients to obtain/maintain employment 
and/or to: 

A. Attend college, vocational school, or GED training 
B. Attend ALL Burfoot House scheduled and/or required training/meetings/group 

                 sessions 

2. Responsibility: As a client of Burfoot House, you are expected to take on tasks associated 
with independent living—rent or home ownership. This principle requires Burfoot House clients 
to pay 25% of your net salary as a monthly program fee, clean your living quarters, and on a 
shared basis, clean the common areas such as the kitchen, general eating area, multi-purpose 
room, and laundry room etc. 

3. Mentor: Burfoot House clients are assigned a mentor to meet and communicate (in person or 
phone contact) once weekly to establish and track goals and weekly progress made to meet these.  
also help their mentor establish goals for their Individual Life Plan and sign an agreement stating 
that they will complete all the goals established. 

4. Respect: Burfoot House clients must give other clients, visitors and staff courtesy and respect.  
Failure to receive courtesy from staff, other clients, or visitors should be reported immediately, 
using the designated Burfoot House complaint form, to the Resident Associate, your Mentor, or 
Executive Director. 

5. Incident Report: Incident Reports are written up by staff to report accidents, injuries, and 
other significant occurrences. If a client is cited for an incident, the Executive Director or other 
staff shall discuss the incident with the client, and then sign the Incident Report. The client will 
be requested to sign the report. In the case of an accident or injury and if the injured client 
refuses to go to the hospital, the injured client will be asked to sign a hospital refusal form stating 
the reason why you did not go to the hospital following the incident. In this case, Burfoot House 
staff reserves the right to acquire medical assistance and is obligated to report the incident to the 
Executive Director who in turn will notify the appropriate authorities if necessary.  

6. No Sales: Absolutely no use, selling, or purchasing of alcoholic beverages, cigarettes, drugs 
(prescription or illegal) is allowed inside Burfoot House. Violators will be, in the case of illegal 
drug use, reported to the appropriate authorities and their residency terminated immediately. 

7. Drugs & Alcohol: The Burfoot House has a zero tolerance drug/alcohol and/or violent 
behavior policy; therefore, ALL clients are subject to background investigations and random 
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alcohol and/or drug screening.  Positive drug or alcohol results will result in denial of entry or 
immediate eviction. 

8. Weapons: Firearms and other weapons ARE NOT permitted on the property (in or outside 
Burfoot House). Violators will be reported to the authorities and the client’s residency will be 
terminated immediately. 

9. Solicitation: Solicitation of sex is against the law and will not be tolerated at Burfoot House. 

10. Disruptive Behaviors: Loud or disruptive behavior is not allowed. Fighting among clients 
will not be tolerated and may result in termination.  

11. Fighting: No fighting, physical violence, sexual conduct, profanity, or horseplay is permitted 
at any time. Report any such disturbances immediately to staff members on premise. Violent 
behavior includes, but not limited to hitting, punching, shaking, jerking, verbal threats, kicking, 
or spitting.  

12. Sexual or Physical Abuse: Any suspicion of sexual or physical abuse will be reported 
immediately to the appropriate authorities.  

13. Safety: Be advised that safety is number one priority at the Burfoot House. Threats to harm 
self or others will be immediately reported by calling 911, mentor, resident associate, and 
Executive Director. You will be dismissed from the program to the care of the ER and/or police 
for their determination of a proper intervention.    

14. Visitation: No visitation is allowed in Burfoot House. 

15. Destruction of Property: Destruction of property will result in fines, dismissal from the 
program, and/or arrest. This includes destruction caused to plumbing. 

16. “Home Alone”: There may be occasional times that you are alone in the house. You are 
expected to abide by the rules stated elsewhere in this handbook. Be reminded that there is video 
and audio monitoring of the house. In case of fire or emergency, quickly exit the building, meet 
under the large pine tree in front of the Burfoot House and call 911. In the event of fire, do not 
attempt to re-enter the building.   

17. Curfew: Do not miss curfew (detailed info on page 27). 

18. Privileges: Cell phone use, music, and cigarette smoking at the Burfoot House is a privilege 
and not a right. Following the policies will ensure that you keep the privileges. 
  

A. Cell phone must be on vibrate, silent, or off.  
B. Cell phones will be turned off during classes, meetings, and meals.  
C. Day cell phone use begins at 7:00 am. 
D. Evening cell phone use ends at 11:00 pm.  
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E. Cell phone conversations should be brief due to the group nature of the living 
                accommodations.  

F. If roommate is resting, please take your phone conversation to another room otherwise 
                end the conversation. 

19. Music: All music is to be listened via headphones/ear jacks connected to personal cell phone 
or audio device. Volume must not be audible to others. Infractions could result in possible 
disciplinary actions and ultimately the loss of cell phone and music privileges for the duration of 
your stay. 

20. Smoking: There is one designated place for cigarette smoking at the outside rear of the house 
at the picnic bench. Extinguish all cigarette butts in the sand in the nearby designated receptacle. 
There is absolutely no smoking allowed inside the house, on front porch, on front steps, in front 
of the house, on church side of the house, on fire escape, hanging out of bedroom window, or on 
back porch. Failure to follow these guidelines will lead to the loss of outside cigarette smoking 
privileges.  

 
OCCUPANCY GUIDELINES 

There are limits to the length of stay at the Burfoot House that typically range from 6 months to 
2 years with weekly mentoring and formal 30-day reviews. Upon entry, the client must adhere to 
the following: 

1. Room Inventory: Room inventory will be completed and signed by the Executive or Assistant 
Director at move-in. Do not paint/hang pictures/alter walls in one’s room including putting holes 
in walls. Do not burn candles, incense, halogen lamps, portable heaters, refrigerators, and 
holiday lights in the common areas or their individual rooms. 

2. Discharge Inventory: Another room inventory will be completed at discharge. Do not remove 
Burfoot House linens, towels, pictures, plants, furniture, etc. from your space or from the 
premises or replace it with your own property without approval from the Resident Associate. 
Blinds, windows, furnishings will e inspected. (Removal/destruction of Burfoot House property 
will result in a fine and criminal charges.) 

3. Program Fees: Program fees are charged to help offset program and operational costs and to 
establish a positive credit referral for Burfoot House clients. During intake, clients must report all 
income including disability, social security, unemployment, court settlements, etc. to the 
Executive or Assistant Director so that the monthly program fee can be determined. The monthly 
fee cannot exceed 25% of net income and will not exceed $300 per month. Each client will pay 
at least $25.00 per month.  

A. A hardship waiver (fees owed will be charged to the client’s account for future 
                 payment) can only be granted by the Executive Director.  

B. Program fees will be prorated for the first month if necessary and are due to the 
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     Executive Director by the first of each month but no later than the close of business on 
     the fifth of each month.  
C. A $10.00 late fee will be assessed with payments made after the fifth. Habitual 
     lateness could result in additional late fees being assessed. Fees will be adjusted for 
     clients who begin working after moving into Burfoot House.  
D. If a check is presented by a client for payment and returned, the client is responsible 
     for any bank fees incurred. 

4. Sign-in/Out: Clients must always sign out when leaving Burfoot House and sign in upon 
returning to Burfoot House in the Client’s Sign-in/Sign-out Log Book located in the foyer. 
Clients should use the front entrance to Burfoot House at ALL times.    

5. Curfew: Curfew is defined as the time in which the clients must be in Burfoot House at the 
below designated time. 

A. 9:30 PM daily 
B. The only exception to the 9:30 pm curfew is working. If your work schedule conflicts 

                 with curfew, you must discuss the situation with your mentor immediately and provide  
                 proof. The Resident Associate (RA) must also be included in this planning.  

C. Only the RA or her designee will open the front door. 
D. The doors will be locked and will remain locked. You will not gain entry into the  

                 house after 9:30 pm. The cameras mark the times AND is the sole source for time. 
                 This is non-negotiable. If you arrive at 9:31 pm or after, you will have to go elsewhere 
                 for the night and meet with the Burfoot House Executive Director or her designee at a 
                 designated time the following day to review this violation. 

E. Being late after the scheduled late arrival or failing to return to Burfoot House for a 
                 night without written permission is a serious violation that could result in termination 
                 of residency.  

6. Emergency Leave: Client must notify Executive Director and/or Assistant Director 
immediately of situation and will be granted on a case by case manner. 

7. Planned Leave: Clients are eligible every six months for a scheduled overnight away from the 
Burfoot House. 

A. Client must submit request in writing 3 months prior to her mentor 
B. Client bares the expense of the proposal 
C. Client is in good-standing with her latest 6-month Leadership Team Review 
D. Mentor will present it to the Leadership Team for approval 
E. Approval/non-approval response will be submitted in writing to the client. 
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8. Visitors: Visitors are not allowed in the Burfoot House! Violators’ residency may be 
terminated. Clients are not permitted to have visitors including ex-husbands, or any male or 
female family and friends visit them at Burfoot House.  
  

9. Sanitary products, including tampons, are to be wrapped and placed in your bathroom trash 
cans. Do not flush items down the toilet. The toilets are “low flush” and cannot accommodate 
large amounts of toilet paper and such materials. 

10. Blinds/Windows: You are allowed to open and close your bedroom blinds. If you break the 
blinds, you will be fined the repair cost or replacement of the blinds. The functionality of your 
bedroom blinds will also be tested upon discharge from the house. The blinds are good quality, 
yet do not raise the blind. Rather twist the plastic arm to tilt the blind open or closed. DO NOT 
OPEN OR UNLOCK YOUR WINDOWS OR ANY WINDOW. 
11. Dress Code: Burfoot House is a public-oriented environment in the open areas; therefore, 
ALL clients must wear proper attire when outside of their rooms. Clothing should be appropriate 
for the occasion, clean, pressed, and properly fitted. Undergarments must be worn and no items 
with provocative, offensive, derogatory, or vulgar symbol/words can be worn. Rollers, sleeping 
attire, including robes, housecoats, and slippers should not be worn outside of your room. The 
display of gang colors or symbols is grounds for immediate termination. Shoes must be worn at 
all times when you are outside of your room.  

12. Vehicle Use:  
  

A. Cars are allowed providing you have a valid VA drivers’ license, current inspection 
and 
     city/county sticker, and insurance, have no outstanding traffic violations or warrants, 
     and have the proper car restraints. 

B. Clients must complete the Client Vehicle Form and park in a designated area only! 
     Each client will be assigned a designated parking space. 

C. Vehicles: Burfoot clients must park in designated parking areas on the Burfoot House  
     property and not in the church parking lot next door. Clients with cars are responsible 
     to be extremely cautious. Speeding and unsafe driving may result in the loss of the 
     privilege to have a vehicle on the property.  
  

13. Centerville Baptist Church Property: We are blessed to be able to utilize the Burfoot 
House as a transitional home for homeless women and we must respect the wishes of our host. 
While clients at the Burfoot House, inside and outside of the house, you are required to dress 
modestly and conduct yourself politely. There will be no cleavage showing, no slippers or 
pajamas worn on the front porch or coming and going from the house. There will be no cussing/
swearing, yelling, alcohol or drug talk, or drawing attention to yourself while on the property.  
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A. There is an invisible boundary line at the driveway/dumpster area. No client may 
                 walk to the church next door unless attending service on Sunday or to attend one 

     of the three weekly AA meetings. Burfoot clients are not permitted to walk  
     beyond the shrubs in the back yard or sit under the picnic shelter next door. 

14. Visitation: NO client visitation permitted to other Burfoot House clients’ bedrooms. Clients 
may gather in common areas including kitchen, living room, and meeting/dining room. 

15. Landline Telephone Use: 

A. A landline telephone is located in the foyer.  
B. Misuse of phones (damage, excessive use, etc.) will result in clients losing phone 
     privileges. 
C. 10-minute limit on phone calls. No phone calls will be received after 10:00 PM. 
D. No use of 411 information is allowed. 
E. No outgoing long-distance calls. 
F. No collect calls are allowed. 

16. Laundry Room: Clients are responsible for their own laundry. Clothing cannot be left in the 
washer or dryer once the cycle is complete. Laundry equipment must not be removed from the 
laundry room (this includes the iron and ironing board). For safety purposes, all ironing must 
take place in the laundry room. Clients are expected to coordinate the use of the laundry room 
via the signup form.  

17. Moving out and withdrawing from the Burfoot House Program: All withdrawals from 
Burfoot House must be submitted in writing at least two weeks prior to the withdrawal date and 
should be dated and signed. Upon withdrawal, all items belonging to the client must be removed 
from Burfoot House property or items left become the property of Burfoot House.   

18. Medications: All client medications will be stored in a locket closet. Medications will be 
dispensed on Mondays (or otherwise announced day). It is the responsibility of the resident 
associate or her designee to keep medications secured. It is the responsibility of the client to take 
medications according to the prescribing physician’s instructions.  

19. Safety/Transportation: Our strict adherence to The VA Codes for Safety ensures that the 
safest possible environment is provided for our clients, staff, and volunteers. Everyone is 
required to complete all required sign in/out logs when entering and leaving the building, 
participating in training, classes, or monthly fire drills, and moving equipment or items. 

20. Pets: No pets, including fish, other than guide animals that accompany the physically or 
visually impaired, are allowed in the Burfoot House.   
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21. Finger Nail Polish: Finger nail polish and remover are stored in a locked cabinet and can be 
checked out with the Resident Associate for use outside at the picnic table only.  

22. Cleanliness: All common areas such as the family room, kitchen, computer lab/library, 
dining areas, foyer and front porch will be kept clear of debris at all times. It is the client’s 
responsibility to clean the areas that they occupy/utilize and beyond.  

       A. There is no storage of food and eating/drinking on the second floor. Clients are 
             responsible for cleaning up any dishes, trash, or spillage that occurs during meal 
             preparation, and consumption. 

DISCIPLINARY ACTIONS 

During your stay with the Burfoot House, you are expected to follow the house guidelines that 
were laid out in this Client Handbook. These policies were developed in order to promote 
harmony, as well as, a safe and comfortable stay for all clients at the Burfoot House. Should any 
of these policies be violated, progressive discipline, as outlined and discussed during your 
admission process, will be enforced. Severity of the incident will determine the level at which 
progressive discipline begins.  

1. Burfoot House clients must be actively engaged in all programs. Lack of participation, 
progress, motivation, attendance of scheduled meetings or training, or compliance will result in 
the completion of Incident Reports and possible termination of residency. Disrespectful behavior  
and deceiving of staff are serious violations that will be reported on an Incident Report. The  
following disciplinary actions will result for each violation of the Burfoot House Code of 
Conduct Guidelines and/or Policies and Procedures: 

First Violation — Written reprimand is given, and a copy is placed in your record. You 
will be required to meet with your mentor, the Executive Director, and/or Leadership 
Team to develop an Intervention Plan to prevent termination. 

Second Violation — The client will be placed on probation and Leadership Team 
Intervention Plan is enacted and a meeting with their mentor and Executive Director is 
scheduled. 

           Third & Final Violation — Written notice will be given, and all evictions are final and  
           are not subject to appeal! 

2. Violations which affect the safety and security of the clients in Burfoot House will result in 
progressive discipline being enforced. Violations that fall into this category are as follows (but 
not limited to): 
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A. Obscene or abusive language toward staff, clients, volunteers or other visitors. 
B. Exhibition of verbal, physical, or sexual, abuse toward other clients, staff or others.  
C. Possession, distribution, or use of illegal drugs, alcohol or weapons.  
D. Not returning to Burfoot House by the 9:30 pm designated curfew.  
E. Stealing from anyone at the Burfoot House.  
F. Inappropriate computer usage.  
G. Destruction of property. 

FIRE / EMERGENCY PLAN 

1. When the fire alarm goes off, all clients and staff must quickly exit the building in an orderly 
manner using the nearest exit.  

 
2. The Burfoot Resident Associate must secure her cell phone, house roster and if possible, once 
outside, she will call the security monitoring system agency to notify them of status – 
1-800-216-5232. 

3. Following call to security monitoring system, roll call will be taken once everyone is safely 
outside. 

4. Everyone meets at the mailbox (near the street) in front of Burfoot House. 

5. One staff member should be prepared to let the firemen into the mechanical room/basement.  

 
6. Resident Associate performing roll call should: 

 
A. Work to keep the house clients clear of blowing fire/smoke/etc. and Emergency 
     Personnel activity. 
B. Work to get the roll-call done as accurately and quickly as possible. 
C. Be accessible to the fire department emergency on-scene leader, as necessary.  If  
    someone cannot be 100% verified as being accounted for, DO NOT list them as 
    accounted-for; simply tell the on-scene leader what IS OR IS NOT known as  
    concisely as possible. 

7. In the event of a fire, do not attempt to re-enter the building until the firemen give approval. 

8. When emergency personnel have given the “clear”, the Resident Associate calls the Executive 
or Assistant Director. 
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BED BUG POLICY 
 
POLICY: The Burfoot House actively works to prevent bed bugs and addresses the issue 
appropriately if bed bugs become present. 
 
PROCEDURE:  

1. Any new house clients must immediately proceed to the side porch entrance to deposit all 
items (clothes, purse, back pack, suitcases, etc) in the Thermal Strike (heat) machines. After 
which, all washable items are washed in hot water setting wash and dried on heat setting.  

2. Clients must take a shower and are given clean donation clothes to wear until the cleaning 
process is complete. 

  
3. Once items have been cleaned, they are kept away from the items that have not been washed 
yet.  

4. Each client may keep approximately 10 outfits, 3 pairs of shoes, and 3 pairs of pajamas. All 
other items must fit into a large plastic bin stored in the attic. Any items that are placed in the 
plastic bin or someplace else outside of the house, such as a vehicle, remain there and are not 
brought into the house without the permission of the House Manager. Participants receive their 
items from the attic upon exiting the house.  

5. Any additional items that participants acquire during their stay must go through this Thermal 
Strike and washing process before the items are inventoried by the House Manager.    

6. If bed bugs or eggs are seen in a room, it is required that it be immediately reported to the 
house manager, executive director or designee, who sets up pest control. Any clients who reside 
in the room where the bed bugs or eggs were found must go through the entry washing 
procedures again and are then moved to another room.  

7. Bed bug inspections will take place in any adjoining rooms.  

8. Immediately begin laundering process for all linens in the affected room: 
 
A. Remove all bed linen from all beds ASAP 
B. Put all bed linen in clear/black trash bags 
C. Proceed to laundry room to wash all bed linen with 2 cups of detergent per washer 
     load 
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D. After transferring bed linen from trash bag to washer, discard all used trash bags into 
     a clean trash bag and immediately put into large trash receptacles outside (not recycle) 
E. Wash all bed linen in HOT water 
F. After the bed linen has completed its wash cycle, put the linen into the dryer with the 
    setting on high/hot. 

9. To maintain a pest-free environment at the house, the following procedures are followed on an 
ongoing basis:  

 
A. Room Inspections are completed at least weekly and will take place whether I am 
     present or not.  This includes checking mattress/pillow encasements, checking for   
     clutter and any floor or trash cans in rooms. All items are hung in closets or stored in 
     the assigned dresser. No belongings will be left on the floor, under the bed or on the  
     bed. Mattress and pillow covers must not be removed.    
B. On a weekly basis: linens are washed in hot water according to the posted schedule, all 
     plastic containers are washed/sanitized, floors are vacuumed.  

10. Any and all items brought into the Burfoot House must be approved by the Resident 
Associate, Executive Director, and/or her designee. 
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Burfoot House: Program for Homeless Women 
916 Centerville Turnpike South 

Chesapeake, VA 23322 

DAILY SCHEDULE* 

Monda
y 

Tuesda
y

Wednesday Thursday Frida
y

Saturday Sunday

6:30 
-8:30a

m

Showers Start 

6:30 
-8:30a

m

Breakfast 
(pajamas/robe/slippers allowed)

9:00am Professional Day  
(1st floor) 

TBA 
Fellowship 

Meal/
Special 

Topic Class

Church

4:30– 
6:30pm

Dinner prep

6:30pm 
 

Med 
Access

 22



 
* Schedule is subject to change * Weekly mentor meeting * Called house meetings * Random room 
inspections 
             *Weekly laundry * Shower daily * Household chores accomplished throughout the week                 
9-20-19                                         

 

    A Quick Reminder!    
 
1.  Be Awesome! 
2.  Cell Phones ONLY b/w 7:00 and 11:00 and on vibrate at all Jmes. 
3.  Use headphones for music at all Jmes. 
4.  Smoking ONLY outside of house in designated locaJon. 
5.  Be respecUul! Always be prompt! 

6:30- 
7:30pm

Financial 
Literacy 

Life 
Skills 

Nutrition/
Special Topic

5:45-6:
45pm 
Bible 
Study 

Movie
/ 

Game 
Night

Movie/ 
Game 
Night/ 
 or AA 

Meeting

5:00-6:
30pm  

Creativ
e Arts 
(7 – 
8pm 
AA)

8:00 - 
9:00pm

AA 
Meeting

8:30-9p
m 

Med 
Access

Pantry/Freezer 
Access

AA 
Meetin

g

9:30pm Curfew

8:00 – 
10:30p
m

Showers

10:30pm In Room

11:00pm Lights Out

 23



6.  House programs a MUST unless released by mentor. 
7.  Keep house assigned chores up-to-date. 
8.  Always make curfew. (9:30 pm daily) 
9.  Never use obscene or abusive language. 
10. Smile! 
11. No verbal, physical, or sexual abuse towards others. 
12. No possession, distribuJon, or use of illegal drugs, alcohol, or 
weapons. 
13. No stealing. 
14. No inappropriate computer usage. 
15. Plan ahead! Be Prepared. 
16. Respect the house furnishings, etc. 
17. Always pick up aaer yourself. 
18. No food, drink, or utensils allowed upstairs. 
19. Program fee and savings are a must. (1st of each month) 
20. Save! Save! Save! 
21. Be Honest, Accountable, and Consistent! 
22. Shower daily. 
23. Please leave bed bug covers on beds. Do not remove. 
  

 
                                             

                                                                                                                                       1-16-19
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	Burfoot House will endeavor to:

