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Form (3) guest follow-up

Supervisor’s comments on the inmate at admission (4-1)

Abiding by Shelter’s laws

Dealing with the
supervisor

Dealing with her inmate
fellows

Inmate’s capacities and skills (4-2)

Educationa
qualifications

Handicrafts

Others

Supervisor’s
recommendations

Training and rehabilitation activities the inmate is involved in (4-3)

o Trainer’s evaluation Activities” effect on
No. Activities Date of inmate inmate
1_
2-
3-
4-

Evaluating inmate’s response at the Shelter (4-4)

No- | sheter's actuites sipervsors || Problemscaused destruction
1-
2-
3-
4-

Supervisor

Supervisor

Supervisor

Shelter chairwoman

Form (4) guest’s problem-solving procedures

Inmate’s family

Before court

Legal supervisor’s evaluation of the inmate (5-1)

Other

Following up the inmate’s case by communication with her family (5-2)

No. Name Eﬁéhﬁj Date Result Next step
1_
2-
3-
4_

Following up the inmate’s case before court and concerned authorities (5-3)

No. Authority follow-up

Date

Result

Next step

Suggestion to be followed by the guest help solve her problem (5-4)

No. Inmate’s suggestions Result Sr::%rs]?;;ld Result
1_
2-
3-
4-
g e proble olved
Inmate’s signature Supervisor’s signature | Chairwoman’s signature Exit date




Form (1) guest registration (continued)

Inmate’s offense case summary (2-8)

Form (2) case’s physical & psychological health

Inmate’s medical history on arrival at Shelter (3-1)

Infectious
disease test

Psychoanal-
ysis

Medical
examination

Type of treatment

Treatment duration

Supervisor’s evaluation and comments on the inmate (3-2)

Other Supervisor

Behavior note .
recommendations

Medical notes

Inmate’s previous treatment at health facilities (3-3)

Hospital - =
N /Center/Clinic Date Dept. Clinic S

1-
2_
3_
A-
Data of inmate’s treatment (3-4)

No. Treating doctor Diagnosis Treatment type T;Trta?s:t
1-
2-
3-
4-
Supervisor’s comment Supervisor’s comment Supervisor’s Supervisor’s
& Sig. on each medical & Sig. on each medical comment & Sig. on comment & Sig. on
checkup checkup each medical checkup | each medical checkup




Gover-

norate

Form (1) guest

registration

District

District

Village/
Area

Case residential application by public authority (1-1)

Reason of Docs Docs. Physical i
X ysical/psychological
Duration application Type Number Date L] state
D oT b a oJo
Name Father Grandfather Surname
Report | Deg. of :
2 < ~ | Phone No. Profession Address | Marital DOB Gender
date | kinship Statlls
i Reg. date
Name Father Grandfather Surname
; Nearest
POB DOB Age Mzt Ed. monument to Phone No.
status residence
Data of batter’s woman’s accompanying children (2-2)
- Custodian’s
Child’s Name Gender Age Health Ed.
name
Cash In-kind properties Personal documents

other

Type of violence

Data of battered woman’s accident (2-4)

Injuries areas & degree

Offender’s
capacity

Reason of
offense

Place of
accident

Medical reports

Battered woman’ previous reports report (2-5)

Lawsuits

Commitments

Data of family members thought to help solve the inmate’s problem (2-6)

No. Name Eﬁ]gsh?pf Address Phone No. Place of work
1-
2_
3-
4-

Whom to inform before admission (2-7)

supervisor

receiving report

form data

No. Government Family Other sFtJeppeor(/?:ogr
1_
2_
3,
4-
Report receiving Social worker Case’s consent to Shelter’s

chairwoman




Type of Injury Applied procedure
. If dangerous materials like acids or pesticides spill on someone,
Poisoning . . .
. remove their clothes, wash their skin well with large measures
through skin

of water and soap and call a doctor.

First degree
burns

Wash burnt skin with cold water then put a cloth soaked in cold
water on the injured skin to alleviate pain.

Second degree
burns

Wash burnt skin with cold water. Do not burst blisters. Do not cover
the burnt area. Take off clothes except any piece that is stuck to
the burn.

Third degree
burns

Do not remove any of the clothes before pouring water on the
injured area. If the burnt area is small, it should be put under
running water for 10-20 minutes. Call the doctor.

3. Securing out-of-Shelter activities

Mechanism Procedures
- Means of transport (checking vehicles and checking drivers’
backgrounds).
- Determining trip itinerary in advance and ensure roads taken are not
crowded; otherwise, alternative streets are to be taken.
How Guests |- Adhering to safety measures in the bus such as using seat belts and

reach visit
place

driving at legal speed limits.

- Ensuring that drivers abide by traffic laws.

- Ensuring the availability of first-aid kit in the bus.

- Ensuring there is phone communication with the bust from the start
until the end of the trip.

Reporting emergency problems with the bus during the trip.

4. Attempt to storm the building

Reaction Applied Procedures
1. Reporting the accident to concerned authorities promptly to
avert danger.
Guards 2.bShooting some warning shots to scare the burglars.

3. Pretending to have greater security force.
Taking refuge in a high place that overviews all areas.

The Supervisor
and the Guests

All Guests and workers should seek protection in the building inner
areas away from windows. They should be calm and quiet.

- Chapter - Seve n

Case Management Forms




3. Storing inflammable materials in a storeroom separate from the
building.

4. Safety equipment should be mounted in sight and be handy to the Shelter
inhabitants.

5. Emergency exits should be cleared all the time and not used for storing
or otherwise purposes.

6. Training workers and guests on basics of dealing with accidents such as
use of fire extinguishers, first-aid and organizing crowds exit during fires.

Fourth: Dealing with Accidents with Protection in Mind

a. Protecting guests’ and workers’ lives.
b. Protecting the building and its contents.

Usually the first people to deal with accidents are the guards, thus they
should be equipped with proper tools and trained on safety procedures
to be applied during accidents including:

— Reporting to competent authorities the accident immediately.
— Calling the Shelter’s leadership immediately to report the accident.

— Providing the guards with a direct landline or mobile or a radiotelephone
with its charger.

— Training the guards on how to call for help fast.

— Providing emergency numbers of the police, hospitals and firefighting
station.

Fifth: Guards’ Essential Equipment

Licensed personal gun.

Telecommunications means.
Flashlights.

First-aid and emergency manual.

Sixth: Applied procedures to Safety Insurance

1. Dealing with fires

What to
Procedures
do when..
1.Sound fire alarm for a prompt building evacuation through safe
emergency exits.
Discz\:eering 2. Cut off power.
3. Fight fire with available firefighting equipment.
4. In the case of dense smoke, put water-soaked cloth on your nose.
1. Remove extinguisher safety pin.
2. Direct the extinguisher’s nozzle to the fire source.
Fighting fire | 3. Push the handle to operate the extinguisher.
Ensure that the place you are standing in does not a risk to you and that
you can escape danger.
1- Take off burning clothes and through them away.
2- Do not run because it can accelerate burning.
Clothes 3- Throw yourself on the floor and start rolling.

catching fire

4- Try to warp your body in fire-resistant blanket.
5- Try to wet body with water from any source.
6- Calmness and sound judgment can play key role in saving your life.

Type of .

yr.) Applied procedure

Injury

. Put cold-water compress on the bruise to alleviate pain and swelling
Bruise
for half an hour.

Incision Press on the bleeding wound with a clean cloth to stop bleeding then

injuries take the injured person to the hospital.

Knife injuries

In the case of stabbing injuries, do not remove the object (knife, etc.)
from the body. Leave it there and take the injured person to the
hospital.

Head injury

Do not move the person who has sustained head injury since that may
hurt them; instead call a doctor.

Unconsciousness

Call the injured person’s name and shake them by their shoulder, in
case of no response, call an ambulance.




The main goal of establishing safety and secretary procedures is to prevent
accidents and avert dangers resulting from faults, intentional or unin-
tentional acts by any individual from inside the building or outside, and
safeguard Guests and workers alike.

The safety and security policies include:

First: Determining Risks to the Shelter and Its Guests

a. Outside risks such as breaking into the Shelter to detain or kidnap guests,
rob the building or sabotage it

b. Inside risks that may result from neglect or unintentional errors but can
pose danger to both the Shelter and its guests

Second: Securing the Shelter

a. Securing the Shelter against outside risks include:

- Building walls that are high enough to guarantee safety of the Shelter
guests, and should security condition worsen, barbed wires can be put
on and around the walls.

- Good choice of trained guards for the Shelter.

b. Securing and protecting the Shelter against inside risks:

- Providing fire extinguishing equipment and making sure that active
materials are still usable since fires are among the most serious risks that
destroy buildings if not promptly contained.

- Periodicalinspection of security camerasto ensure that they are operating
properly and determine recording time to make detection of attempted

. Chapter Six capacins

Shelte‘-r" Security and Safety Procedures - Restricting responsibility of operating security cameras to the Shelter

leadership.
- Installing alarm systems that can be operated when danger looms.
- Specifying emergency exits.

- Providing evacuation equipment and determining their storeroom.

Third: Precautious Procedures to Prevent Accidents

1. Equipping the building with air ducts to remove fire smoke.

2. Ensuring that all gas cylinders are tightly turned off.



It provides Guests with the chance to meet and enjoy practicing hobbies
in small groups. There is also a direct connection to an outer middle area
that has nice spots for small gatherings and child company.

Area providing staff services who stay at the premises 24/ 7.

The middle area facilities include:

b.

Guidance service rooms: individual, collective and child guidance
Entertainment rooms.

Entertainment activities rooms for girl Guests (writing, painting, arts,
handicrafts, etc).

Children entertainment and educational activities (three age categories
at least).

Sitting rooms with television.
Outer spaces.
Public services.

Case social workers rooms: This contains a sitting room, a bedroom, a
kitchenette and a bathroom.

Laundry.

. The Private area: This divided into two sections:
. Ashort-term accommodation (not exceeding 10 days) area. It is preferable

to have a separate room for each Guest and her children, if any, with
a bathroom for every two rooms. The section should have a protected
areas to keep Guests’ belongings. The short-term area is accessible only
to its own Guests and case management teams when necessary. All this
area Guests have access to a protected outer middle area.

Medium-term accommodation

This area comprises a number of shared apartments of four bedrooms and

two bathrooms each. Each apartment has its own kitchen, living room,
sitting room with television and balcony. Each apartment will have eight
guests or guests with their children maximum.

It is vital when designing the Shelter to make it a contributing factor to case

healing. A pleasant-looking building and a good location can reflect pos-
itively on the Guest’s psychological state. Therefore, it is essential when
designing the Shelter to pay attention to the following:

Systematic access to public, middle and private areas.

Creating an atmosphere that reflects peace and tranquility.
Good choice of paint, lighting and furniture.

Creating balance between inner and outer areas of the Shelter.

Creating balance among public, middle and private areas of the Shelter.

Designing the Shelter in a way that makes it easy to have a clear vision of
its inner sections with clear borders between public, middle and private
areas.

Quiet bedrooms with moveable furniture that makes it easy for Guests
to manage room space.

Easy-to-use curtains that allow daylight and show outer scenery.
Sound control by shutting out noise sources.

Furniture that suits physically-challenged guests.

Constant power (public power, local generators, solar systems).

Suitable drinking watertanks regularly inspected to ensure their cleanness
and safety.

Providing warm water to guests in the early morning and in the evening
especially during Winter.

Providing air-conditioners and fans to Guests particularly in hot areas like
Hodeidah and Aden.

Children’s beds should have 30-50cm high side banisters to prevent them
from falling during their sleep.




Second: The Shelter’s Capacity Fourth: Designing the Residential Home

The premises should be designed to accommodate a large number of bat- When designing the accommodation building, the space should be divided

tered Guests in the target area. It should have buildings for daily person-
nel, buildings for temporary workers, other buildings for activities and
training. The Shelter’s capacity is often restricted by available land area,
availability of trained staff and availability of financial resources to Shel-
ter’s managing body.

It is better to consider consulting experts who have built battered women

Shelters before selecting the land and design of the Shelter. Such experts
can make some provisional plans and initial calculations to know wheth-
er the dedicated area meets basic requirements of target capacity. An ar-
chitect who has experience of building Shelters can explain to design the
desired building. Another engineer can also be consulted about utilities
such as electric power, water and sanitation.

The Chairwoman and the staff should come forward with recommendations

concerning equipment and daily activities to further clarify capacity re-
guirements.

Third: Services Needed for The Shelter

Since the battered women’s Shelter daily life is different from that of home,

it is vital to seriously consider how to organize the infrastructure of the
Shelter to make life there as comfortable for Guests as possible and spare
them additional stress.

The basic rule is to hire an architect from the beginning to work with man-

agement and staff to plan the Shelter’s infrastructure (A website titled
http://buildingdignity.wscadv.org/site-design/ offers strategies and over-
all vision for the design of shelters dedicated to survivors of gender-based
violence). The coordination between the two parties should take into
consideration the following three principles:

into three areas:

1. Public area, which starts from the Shelter’s gate and includes the
following:

— Guard rooms and accommodation: The guard’s room, bedroom, kitchen
and bathroom. These are equipped with fire extinguisher and a telephone
to communicate with the police and other competent authorities.

— Reception room and visitor room: The receptionist is responsible for
controlling access to the public area, which has one entrance and a
waiting room and bathrooms.

— Administrative offices: These are the rooms that meet workers’ needs.
They have archive room, a meeting room and a storeroom for office
equipment and supplies and another storeroom for maintenance
equipment.

— Service and case session management office: This provides privacy and
confidentiality when dealing with a Guest’s case.

— Library, computer lab, gym, living room and a bathroom for workers.

— Multi-purpose meeting room that can also host lectures and collective
guidance.

— Service providers section: It has a nursing and first-aid room, a
psychologist’s room, a canteen, a living room and a laundry.

2. Middle area: This is situated between the public and Guests’
accommodation. It has a large space that allow battered women to meet
visitors in private and protected area to which the only entrance is from
the reception room. It is also close to the security office, which provides
safety to both Guests’ and workers. This area is connected to the public
green area, which provides comfortable spots for gathering and practicing

. . - outdoors activities such sport including children playgrounds. This area is
a. Requirements of every function and activity

allowed only for Guests and case management teams as necessary.
b. Needs of Guests and their children, if any, using such areas

c. Nature of services provided The middle area also provides

Itis important when designing the Shelter to ensure that it is not too big lest

it should lose its identity and it becomes difficult for Guests to know each
other or create a close-knit community. — A safer atmosphere for women who need more privacy when meeting

their case social workers. It is connected directly to the private areas.

— Entertainment and service provision in a more protected environment.



First: Features of The Shelter

When selecting the residential care location, there should be a number
of key standards and specifications that correspond to objectives YWU
seeks to achieve by establishing battered and survivor women shelters
to provide necessary protection and care to women and their children.
Some of the standards are:

1. Since the Shelter is dedicated to battered and delinquent women who
have served stints in prison and have become rejected by their families,
surrounding inhabitants should be surveyed to know whether they would
accept existence of the Shelter in their neighborhood. By doing this, we
can ensure safety of the Shelter.

2. The Shelter building should be separated from the administration
building.

3. The building and its location should be a source of comfort and tranquility
and peace.

4. It should be close to public services and facilities, and, at the same time,
far from sources of pollution and noise.

5. The location should guarantee maximum protection for the Shelter’s
Guests and workers. Since total confidentiality is not possible, we have
to network with security authorities especially family-protection police
to help the Shelter’s management provide necessary protection to both
Guests and workers.

6. Therefore, when selecting a Shelter’s location, we should ensure it is in a
safe place and close to a police station so that the police can arrive fast
when necessary.

7. The building should have essential health conditions such as ventilation

Shelter’s TEChnical SpeCiﬁcaﬁonS and natural lighting for all its rooms, tanks for clean drinking water and

bathrooms.

8. The building should have spacious rooms and other facilities inside its
walls.

9. The building should have sufficient privacy.

10. It should have enough rooms and offices for accommodation and
services.
11. It should have other options such as responding to special and

physically challenged cases.



Technical training:

Ninth: Training & Rehabilitation of Social Workers &other Staff

These activities need more time to learn and have limited returns and mar-

ket. They include among other things typing and secretariat. choice to make. It requires special skills to deal with the Guests, under-
stand their problems, solve them day by day and prepare them to re-
Fifth: Awareness and Stimulus Activities turn to society. Therefore, their training programs should be continual to
meet the Shelter’s needs when dealing with its Guests and fulfill workers’

Human development courses that stimulate both Guest” and workers’ po- need to acquire skills and capacities.

tentials in addition to guidance and awareness training as they all have
their healing effect on Guests’ spirit and thus make them more involved
and more positive.

Therefore, when there is sufficient budget, they should be involved in
the training fields they need and that can contribute to the settlement of
both the Shelter’s and its Guests’ problems. Training will cover all func-

. . —— tions assumed by social workers including receiving a battered woman,

Sixth: Performing Activities rehabilitating her to recover from her violence-caused trauma and help

her reconcile with her family and the society.

When conducting activities, trainees should be divided into groups and ac-
tivities according to projects. If the training is on dressmaking, for in-
stance, each group will be given a model that is different from those giv-
en to other groups. By doing this, we would achieve two goals:

Workers also face challenges when interacting on daily basis with the
Guests. Consequently, they should have the fundamental courses to en-
able them to perform their job such as the following:

Making Guests work in team spirit, which brings them closer to each other.

Creating an incentive for competition and innovation since each group will 1- Courses in psychology including:

work hard to do better than the others do. Personality analysis
h — Skills of communication and dealing with violence victims
Seventh: Activity Term Skills of control and absorbing violent reactions
The training is more fruitful if it is continuous and consecutive to include The proposed courses will make workers more capable of coping with Guests
every new Guest from the first stage even if her fellows have moved on more smoothly despite Guests’ cultural and social differences. They will
to advanced stages. also make workers more capable of assessing Guests, solving their prob-
lems and limit trouble that may rise among Guests while in the Shelter.

Eighth: Conclusion of Guests’ Training Activities 2- Human development to make them be more creative and innovative

3- Administrative sciences to make them understand management, doc-
umentation and archiving work processes regardless of the number of
Guests.

Guests training will come to an end when they begin making their own prod-
ucts and when a Guest reaches this stage, she should be encouraged and
her products be marketed at bazaars and promotional fairs that are part
of YWU functions.

Guests should also be helped to find job opportunities because they de-
serve that and because that that is their chance to be self-independent.
Excelling Guests can become instructors themselves or even deputy su-
pervisor if they are so qualified.

The humanitarian role played by the Shelter’s workers and their will-
ingness to take risk in order to protect battered women is not an easy



First: Importance of Training Guests

Main services provided by the Shelter in addition to protection,
accommodation, supporting services (health and psychological) are
training and rehabilitation services that are meant to give the Guest
confidence and ability to be self-reliant and able to run her own affairs.

e S Nin Second: Evaluating & Estimating Training Needs Including

Budget available for holding training activities.

Possibility of obtaining supplies and equipment necessary to perform
training activities.

Availability of trainers.

Continuity of training activities.

Third: Assessing Guests’ Skills Through The Following

Asking each Guest directly about her skill(s).

Asking her about the skill(s) she wishes to learn.

Involving Guests in determining and organizing activities to be trained so
that they have the conviction and stimulation to delve into such activities.

Ensuring that activities have financial returns that make Guests more
independent.

T e e
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Training Guests and Shelter’s Staff

Designing activities to correspond to the labor market demand.

Fourth: Types of Training Activities

Varying training activities in the Shelter including:
a. Vocational training:

Fast return activities since they involve daily life products. Several women
societies do such activities and market their products including: design
and dressmaking, embroidery, drawing on glass, accessories, handicrafts,
hairstyling, cosmetology, make incense and otherwise pursuits that bring
the Guest out of seclusion and hasten her reintegration. Such supplies
and equipment are paid for once except for primary products because
these are inexpensive and trainers are available for such activities.



Component

Duties and responsibilities

Component

Duties and responsibilities

4. Financial and
administrative affairs unit

12- Contributing to preparing and developing the Shelter’s programs,
curricula, and training and rehabilitation materials

13- Preparing monthly reports on work progress and dealing with any
administrative issues facing the Shelter.

14- Estimating the Shelter essential requirements (appliance,
equipment, stationary, food, etc.) and preparing a plan to purchase
them accordingto their quantity, value and type in timein accordance
with applicable regulations and resolutions.

15- Following up building, office equipment and furniture maintenance.

16- Any additional functions or responsibilities required by the job or
assigned by the Shelter’s leadership.

5. Information and public

relations unit

1- Publicizing the Shelter and introducing its mission and activities by
coordinating with the press.

2- Opening communication channels with donors under guidance and
supervision of the Board of directors.

3- Active participation in networking and advocacy performed by the
YWU and its branches.

4- Communicating and coordinating with similar Shelters in Yemen and
outside and learning from their experience in this field.

5- Coordinating with relevant government agencies as well as the
private sector and civil society organizations to provide Guests, who
have been evaluated, decent job opportunities.

6- Preparing for conferences, forums and workshops the Shelter intends
to hold.

7- Preparing certificate models of courses held by the Shelter and
presenting them to the Shelter’s supervisor then the board of
directors.

8- Any additional functions or responsibilities required by the job or
assigned by the Shelter’s leadership.

6. The secretariat unit

1- Receiving information of the case referred to the Shelter by concerned
agencies and documenting such information in the dedicated
register.

2- Notifying the management to obtain permission to receive the case
according to vacancy.

3- Meeting and receiving the referred cases along with referral notices
as well as a summary of their state, ID documents, if any.

4- Receiving everything that is delivered to the Shelter, registering it and
presenting it to the Shelter’s supervisor.

5- Cataloging and recording all documents and the in and out
correspondence of the Shelter.

6- Performing all office typing, photocopying, making and receiving call,
etc. tasks.

7- Any additional functions or responsibilities required by the job or
assigned by the Shelter’s leadership.

7. Night supervision unit

1- Receiving cases at night and providing them with psychological and
social support as they arrive

2- Supervising Guests during night

3- Presenting reports on Guests’ attitude to the competent social worker

4- Accommodating cases arriving at night at a dedicated emergency
room

5- Any additional functions or responsibilities required by the job or
assigned by the Shelter’s leadership.



B. Shelter’s Committee

Shelter’s Committee

Duties and responsibilities

This committee is set up
in Sana’a Municipality
and governorates
and comprises the

following:

- Shelter’s Supervisor (as
chairwoman).

- Shelter’s chairwoman
(as deputy
chairwoman.

- Units heads as
members and the
secretary as member
and reporter.

Fourth: other organizational components

Component

1. Preparing the Shelter’s cultural, religious and guidance.
2. Contributing to supervising the Shelter’s affairs to ensure
good work flow
3. Studying cases received by the Shelter each one
separately.
4. Suggesting mechanisms to look for resources in
accordance with applicable laws.
5. Evaluating researches and the recommendations they
contain.
6. Implementing research programs approved by the
management.
7. Approving requests by Guests to leave the Shelter in the
cases that form responsibility to the Shelter.
. Any additional functions or responsibilities required by
the job or assigned by the Shelter’s leadership.

(0]

Duties and responsibilities

Component Duties and responsibilities
= 1- Implementing Board of Directors resolutions.
§ 2- Conducting primary evaluation of the protection applicant.
4 3- Introducing the Guest to the Shelter’s regulations in a smooth way
:‘.f:“ 4- Providing consultation and legal advice to Guests.
© 5- Following up the process of opening a file for each Guest, checking its
E‘b contents and checking the Guest’s belongings.
9 6- Coordinating with the psychologist to commence procedures to
i settle the Guest’s problem amicably through reconciliation.

7- Representing the Shelter before courts.

1. Sociological and
psychological studies unit

1. Receiving the case on arrival and preparing sociological and
psychological research and evaluating each case.

2. Contacting and coordinating with each case’s family to achieve reconciliation
and disperse any differences by resorting to a rational relative of the Guest’s
to help smooth things between the Guest and her family members

3. Ensuring that Guest is an eligible case for the Shelter.

4. Specifying type of service, training and rehabilitation of case and referring
to other services (legal, medical, psychological, vocational training, etc).

5. Referring the case when necessary to the psychologist following
consent by the supervisor.

6. Holding awareness sessions and psychological support according to
each case’s needs .

7. Helping Guests to restore self-confidence as a step to reintegrate
them into society.

8. Evaluating cases regularly and presenting periodical reports on Guest
accommodation progress.

9. Following up, providing later care and proposing means and ways to
improve.

Any additional functions or responsibilities required by the job or
assigned by the Shelter’s leadership.

3. Religious guidance and

awareness

1- Developing awareness and religious guidance programs that help
instill religious notions in Guests.

2- Raising religious awareness to strengthen family ties.

3- Developing religious programs that aim to enlighten society of
women status in Islam and their role in building society.

4- Preparing and organizing conferences, forums, meetings and activities
relating to religious affairs

5- Raising battered women'’s religious awareness to be their guide when
they assume their responsibilities towards society.

6- Any additional functions or responsibilities required by the job or
assigned by the Shelter’s leadership.

4. Financial and
administrative affairs unit

1-Taking partinthe development of Shelter’s financial policies, regulating
measures of money cycle and fulfilling financial obligations.

2- Bookkeeping of the Shelter’s accounts and making entries in
accordance with applicable laws.

3- Regulating expenditure and collection process in accordance with
applicable laws.

4- Preparing annual budget, its relevant memorandums and its
implementation programs.

5- Contracting the Shelter’s purchases and needs

6- Preparing periodical reports on the Shelter’s financial state and the
Shelter’s expenditure and revenues cycle.

7- Depositing the Shelter’s funds in the bank approved by the YWU.

8- Proposing plans and programs that aim to raise efficiency of financial
performance and develop financial resources.

9- Preparing and presenting the Shelter’s balance sheet in accordance
with applicable laws.

10- Cosigning checks and warrants with the Chairwoman of the Board.

11- Inventorying all Shelter’s properties in terms of quantity, type and
value according to specified forms.



Second: The Shelter’s Organizational Structure

A. Board of Directors

1. Board of directors

Duties and responsibilities

3. Shelter’s supervisor
(executive chairwoman)

Duties and responsibilities

The Board of Directorsis the supreme authority of

the Shelter and it has the power to supervise
setting guidelines and develop policies,
adopt plans and programs and follow up
their implementation according to applicable
laws and regulations. The BOD is headed by
the Chairwoman of YWU and some members
are nominated by the central council of YWU
according to the Union’s rules of procedures.
The BOD convenes periodically (at least
once every three months) with a written
invitation of its Chairwoman. It can convene
extraordinarily when necessary when the
Chairwoman or a third of the board members
deem it is necessary to hold a meeting. The
meeting is valid if more than half of the board
members attend. Resolutions are issued with
vote majority and if votes are equal, the
Chairwoman shall have a casting vote. When
necessary, the board can invite experts and
specialists it deems to be in the benefit of the
Shelter to attend its meetings, but they will
not vote.

=

Developing and following up the
Shelter’s general policies and plans

. Ratifying internal regulations and
tasks

. Entering into contracts, agreements
and collaborative documents to be
concluded with similar Shelters and
institutions

. Considering periodical reports of
the Shelter’s activities and taking
necessary steps

. Ratifying the Shelter’s annual budget
and approving financial statements

. Seeking to find additional resources
to support the Shelter

Preparing cultural and religious
programs to provide guidance,
training and family reform

Any other functions and duties
required to run the Shelter

2. Chairwoman of board of directors

Duties and responsibilities

- The Chairwoman of board of directors

may delegate some of her powers to the
Shelter’s supervisor.

- She also has the power to coordinate with

government agencies to add members
from such agencies to the Shelter’s board
of directors or persons from social and
family volunteer organizations.

1. Inviting to & chairing Board meetings.

2. Signing resolutions and instructions

N
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issued by the Board and following
up their implementation.

Signing contracts and agreements
concluded by the Shelter with third
parties after their ratification by the
board.

. Cosigning with the Shelter’s executive
chairwoman and financial officer,
balance sheets and checks.

.Anyotherfunctionsandresponsibilities

required by her job or commissioned
to her by the board.

1. Supervising the Shelter in Sana’a Municipality and its
branches in other governorates and managing their
technical, financial and administrative affairs.

2. Studying cases of women received by the Shelter to
make the right decision about each case and report
to the board

3. Proposing plans and programs to the Board to ratified

4. |Issuing resolutions that are necessary to run the
Shelter

5. Supervising educational and training processes

6. Promoting and marketing Shelters’ programs in order
to grow resources.

7.Supervising preparation of annual budget and balance
sheet

8. Inviting others to the Shelter’s committee and
leadership meetings.

9. Presenting periodical reports on work achievement,
activities performance and workers’ evaluation.

10. Proposing the Shelter’s regulations and rules

11. Cosigning checks, warrants with the Board
Chairwoman and financial officer

12. Representing the Shelter

13. Determining the Shelter’s needs of human resources,
training, etc.

14. Coordinating with government agencies and civil
society organizations to serve Shelter’s purposes



8.

Shelter’s mission success.

. Contributing to combating preconceived notions, inclinations, and

attitudes in the community that nurture and sustain violence against
women and children.

. Contributing to developing policies and plans relating to family safety by

providing relevant information and data.

. Functions and responsibilities
. Formulating policies and implementing programs and plans that aim to

fight violence against women.

.Implementing necessary training and rehabilitation programs for Guestsin

the areas of illiteracy eradication, handicrafts, dressmaking, embroidery,
computer, housekeeping, internet, language learning and other activities
and programs that help battered women have job opportunities.

. Working to solve problems battered women face with their families,

community and authorities in a manner that fits each case separately.

. Contributing actively to raising Guests’ awareness of their rights as

provided for by Islamic sharia and laws.

. Working to reintegrate battered women into society after rehabilitating

and training them on how to deal with surrounding community.

. Creating a central database of battered women and cases of violence

against women be it by family or community from such data sources in
the whole country.

. Contributing to providing all training and awareness requirements that

can help the Shelter carry out its mission.

Exchanging experiences with similar Shelters inside Yemen and in other
countries.

9.Holdingtraining coursesfortheShelter’s staff toimprove their performance

and familiarize them with best ways to deal with battered women.

10. Providing care and psychological, social and legal advice to battered

women to curb crimes they commit and reintegrate them into society.

11. Publishing bulletins and other publications that serve the Shelter’s

mission.

12. Coordinating with the other Shelter’s components to unite efforts and

advance the Shelter’s services.

13. Contributing to developing draft bylaws and resolutions relating to the

Shelter’s tasks and operations.

14. Conducting field surveys and studies on all types of violence against women.

Second: The Shelter’s Organizational Structure

The Shelters’ organizational structure in terms of hierarchy is as follows:

O 00 N O U1 B W N B

. Board of Directors.

. Shelter’s Supervisor

. Shelter’s Committee

. Shelter’s Chairwoman

. Sociological and Psychological Studies Unit
. Legal Affairs Unit.

. Guidance and Awareness Unit.

. Administrative and Assistance Unit.

. Information and Public Relations Unit.

10. Financial and Administrative Affairs Unit.

11. Secretariat Unit.

12. Night Supervision Unit.

Such structure can be reconsidered according to job description, activity

expansion, expansion of premises and increase in case numbers.
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' Shelter’s Management

" Chapter Tree

TheShelter’sleadershipissecondpartofthisguidethatincludesorganizational
structure of the Management, administrative hierarchy, limits of powers
and responsibilities of all components. The organizational regulations of
Dar Al-Wiam Shelter and its branches define its Management’s powers
and responsibilities as well as its relationship to YWU. Therefore, these
regulations are the main reference of this guide.

This chapter includes the following:

First: The Shelter Management Foundations and Principles

a. Mission

Providing protection and residential care to battered women and
reintegrating them into society.

b. Vision

Seeking to make the Shelter a pioneering and professional model in
tendering excellent services to battered and survivor women and
working to establish an effective partnership with concerned agencies
and organizations to help protect family and preserve social solidarity.

c. Objectives

1. Providing necessary protection to women who are subject to any kind
of violence at the hands of family or custodians and to battered and
delinquent women whose families disown them, to limit gender-based
violence.

2. Achieving familial harmony and reconciling battered women referred to
the Shelter with their families to ensure understanding and coexistence
within the family and thus preserve its unity, stability and growth.

3. Providing a residential environment that is safe and supportive
environment, thus allowing battered women and their children, if any, to
find peace, tranquility and recovery from violence traumatic effects, and
helping the Shelter to find lasting solutions for their troubles.

4. Providing training, rehabilitative, health, psychological, awareness,
social and legal services to Guests and their accompanying children and
reintegrating them into society.

5. Ensuring that Guests enjoy rights provided for in national laws and ratified
international conventions.

6. Providing mechanisms for coordination with relevant agencies and
organizations to ensure an effective partnership that contributes to the



Fifth: procedures applied when a social worker stops following up a case What to .
Applied procedure
. do when
Request Type Applied procedure
tsc:?gﬁ:‘:f 1. Using disinfectants such as Clorox and Dettol to clean the premises at
1. Knowing the reasons and trying to remedy them if possible. least once a week.
upacaseor |, , cepting her request when there is a substitute. The 2. Using disinfectants such as Clorox and Dettol to clean the bathrooms
requesting premises at least once a day
leave 3. Cleaning and changing each Guest’s bed sheets at least once a week.
Request for The social worker’s request should be accepted since such a PIEITAE G e e el (B L2,
help worker must not be in charge of more than 10 cases.
Dealing 1. Providing liquid soap at all bathrooms.
with various | The process will be conducted according to procedures of human 2. Sterilizing tank water.
administrative resources unit and Shelter’s regulations. Guests’ | 3. Installing ventilating fans in bathrooms the kitchen at least.
requests health 4. Raising Guests’ awareness of the significance of health and sanitation.
5. Avoiding mixing Guests’ laundry and it is better for every Guest to
. . wash her own clothes according to a weekly timetable.
Sixth: kitchen procedure & Y
What to .
Appli r r
do when pplied procedure
1. Specifying mealtimes in advance according to a weekly timetable.
2. Evaluating, purchasing and storing supplies in the proper room.
3. Washing vegetables and fruit with chlorine-treated water
Preparing 4. Obserw_ng d|gtary d|v§r5|ty when preparing meals.
food 5. Specifying daily mealtime.
6. Serving food in the room dedicated for that purpose.
7. Washing cookware after every meal.
8. Providing water coolers to all inmates and ensuring the water is
drinkable.
1. Turn off gas cylinder immediately.
2. Prevent use of any electric (power, mobile phone) or fire source in the
Gas kitchen. _ o
cooking 3. Open all doors and windows for ventilation.
leak 4. Use water and soapsuds to detect gas leak and avoid using matches,
eaks lighters, etc.
Call in maintenance worker to inspect the leak and change the cylinder
if necessary.




Fourth: procedures applied when residence stage ends

Status

Applied procedure

Status

Applied procedure

1. When the Guest leaves

the Shelter

Treating the cause of residence: This means that the Shelter has managed
to reunite the Guest with her family and community after ensuring
the causes of violence do not exist any more and the family takes their
daughter back. In this case, departure procedures are completed and
documented in the problem solving form. The Shelter will then give the
Guest all things that belong to her.

The Guest and the persons or the authority receiving her from the Shelter
will sign on the form and the family protection police will be notified.
Job opportunity: When factors of living a decent life are available, she
becomes capable of maintaining herself and she is no longer at risk.
Marriage: A Guest has the right to marry any man proposing to her if he is

eligible and she accepts and in this case:

1- The Shelter will ensure that the potential suitor is a decent and religious
man and has a stable income, even if little, and that he has not a criminal
history.

2- The Guest’s family will be notified in writing of the subject and ask for
their consent.

3- If the parents agree to the marriage, legal procedures will be completed.

4- If the parents do not agree to the marriage, the Shelter’s Supervisor and
legal unit will take over and carry out legal procedures for the marriage
including issuing an ID card (if she does not have one) filing a lawsuit
against the parents for preventing the Guest’s marriage, then then the
competent judge will administer the marriage.

5- If the Guest was referred to the Shelter by the court, prosecution or the
police, they will be notified before proceeding with the marriage.

4- Leaving is allowed only for Guests who have turned herself in after leave
procedures are completed such as ensuring her mental capacity and
notifying the family-protection police.

5- If the Guest was referred to the Shelter by the court, prosecution or the
police, such authority will be notified to come and receive the Guest.

6- Data of the Guest and the place she is moving to will be recorded.

7- The Guest will have back all properties and/or money that belong to her
when she leaves. She and the referring authority will sign the leaving
form.

3. When the Guest

runs away

When the Guest runs away, the following procedures will be applied:

-1 The Court, the Prosecution and the Police will be notified of the incident.

-2 The incident will be documented in the Guests register.

-3 An investigation will be carried out with other Guests about the reasons
of the incident.

-4 The Guestss family will be notified.

-5 The Shelter’s Supervisor at the headquarters or the branch will also be
notified.

-6 Security procedures will be revised and, if necessary, guards will be
changed.

2. When the Guest request

for final exit

Needless to say, Guests are not prisoners thus when one of them asks to
leave Shelter for good, she can leave. Such process can be carried out as
follows:

1- The Guest presents a written notice to the competent Supervisor asking
to leave the Shelter indicating reasons for such request.

2- If the request is for personal reasons and is not relating to the shelter,
consent is given after giving the Guest 24 hours to reconsider and be
warned about the consequences of her decision. The family protection
police will be notified of the Guest’s wish.

3- If the leave is related to the Shelter’s services, her request can be
discussed and the problem is solved if possible. If the Shelter cannot
fulfill the Guest’s request, the Guest poses danger to other Guests or
workers (based on evidenced facts) or she threatens to kill herself if not
allowed to leave, she can leave.

4. End of Guest'’s stay at
Shelter by death or suicide

1- When a Guest dies, the following procedures will be applied:

2- The dead Guestys family as well as their closes police station will be
notified.

3-The Guest’s corpse will be moved to a hospital for examination to rule out
any foul play and keep her in the morgue.

4- In case the family do not accept to receive the corpse within three days,
they will be informed that the Shelter will carry out the burial in 24 hours.

5- If the dead Guest had children, the Shelter will contact the custodian to
come and receive them and distribute them among custodians who may
take them in.

6- In case there are no custodians, the children will be referred to an
orphanage.

7- The dead Guestrs belongings will be given to her heirs.

8- The Shelter will notify the Police of the death and a burial permit will be
requested.

9- The event death will be documented in the Guestss register along with
the cause and place of death in addition to the forensic report.



Third: procedures applied in case of chaos or assault

Expected
Troubles

Procedures Applied

Expected
Troubles

Procedures Applied

1- An assault by a guest on

another guest

. The two fighting guests are put in separate rooms and asked about the

incident. The statement made by the Guest will be documented.

. Injuries and wounds, if any, will be documented in a report to be signed

by the doctor and the Supervisor.

. The social worker in charge of the Guest as well as the other Guests

present at the attack scene will also be asked for statements.

. If the assailant has a history of psychological disorders, she will be

referred to a psychologist and isolated from other Guests.

. If the assault results in the damage of the Shelter’s properties, a report of

the incident is written and signed by competent persons then referred
to the Shelter’s Supervisor along with advice and proposed penalty.

. If the assault and property damages are repeated and none of the above

solutions or remedies are sufficient to stop them, a proposal will be
submitted to the Shelter’s Board of Directors at the headquarters or
the branch to set up a disciplinary council along with a recommendation
as to the proposed procedures.

3- When there is collective
disturbance

1. Shelter’s Supervisor at the headquarters or the governorate will be
contacted to report the incident.

2. The troublemakers will be warned to stop the disturbance and go back
to their rooms or women police will be summoned to stop the chaos.

3. When the disturbance is stopped, the troublemakers will be confined
and questioned by the Shelter’s Supervisor.

4. Statements of the social worker in charge as well as those of
nonparticipating Guests on the disturbance will be taken and recorded
in the report.

5. Injuries and wounds as well as damaged properties will also be
documented in the report.

6. Reports will be signed and referred to the Shelter’s Supervisor at the
headquarters or the branch along with the Shelter Chairwoman’s
recommendation as to the procedure to be taken.

2- An assault by a guest on

a social worker

. The assailant will be summoned and her statement on the incident will

be taken and documented in a report.

. The victim will also be summoned and her statement on the incident will

be taken and documented in a report to be signed by the legal worker.

. Injuries and wounds, if any, will be recorded in the report that is to be

signed by the doctor and the Shelter’s Chairwoman.

. If the assailant has a history of psychological disorders, she will be

referred to a psychologist and isolated from other Guests.

. The victim will be asked if she would like to report the incident to judicial

authorities.

. Investigation results will be referred to the Supervisor in the headquarters

or the branch to take legal measures based on such results.

. Precautions will be taken to ensure that no other assaults happen again

as follows:

. Listening to guests by a social worker to see if anyone of them is

dissatisfied with the situation in the Shelter or the procedures followed
in order to take proper measures to prevent an assault by a Guest on a
social worker or an another Guest.

. In the case of verbal assault by a Guest on a social worker, the latter

should have the skill to disengage herself from such assault, or she can
call another worker to deal with the situation and calm down the Guest.

. No dissatisfaction or complaint by the Guest should be ignored. On the

contrary, she must be listened to quietly.

4- When the shelter’s chairwoman or a
social worker assault on a guest

1. The Guest will be given the choice to present a complaint to the
Shelter’s Management.

2. Sitting with a psychologist to evaluate the worker’s mind state and see
if she is facing psychological pressure. The psychologist will make a
report of the session results and recommendations.

3. An investigation will be conducted by the legal unit to examine the
assault causes and take proper measures to prevent its repetition.

4. Taking necessary precautions to prevent assault repetition as follows:

a. Refraining from giving workers too much exhausting work or too
long working hours lest they become fatigued, break down or trigger
undesired reactions.

b. Giving social workers training courses in psychology, and what to do
when under pressure.

c. Good selection of social workers because interacting with people
requires extensive experience and training.

Conducting constant evaluation of Shelter’s routine work by the Shelter’s
Management and appreciating positions that might result in potential
troubles.



Status Procedure Applied

4- Guest’s problem settlement

This stage includes assessment of the case’s problem, developing a solution
plan and assessment of the achieved results. This is done as follows:

a. Problem stage:

This is where we examine the problem, its aggravating factors, best possible
solutions and parties, who may help to solve the problem. It also include
educating the Guest about her rights.

b. Problem-solving stage:

At this stage, a conclusive work plan is developed including where to start, with
whom to communicate, anticipation of reactions and how to overcome
them, how and where to arrange the meeting and precautions adopted
when dealing with the Guest’s family. The plan is documented by special
form.

c. Implementation stage:

The plan implementation is underway and the Guest is involved in the steps to
be taken and is told what she should do to help solve her problem.

Result evaluation stage:

We evaluate the solutions reached by the Shelter, and the progress made in
this regard (during the first three months). In the event that the period ends
and the problem still stands, the Guest’s stay will be extended. However,
before the extension, the Guest’s behavior, the progress she has made in
terms of activities and whether or not she has acquired skills to enable her
to enter labor market. If the Guest is still rejected by her family or her life is
still in danger, her stay is extended again.

Second: procedures applied in case of request to visit the guest

5- Hosting application
for non-Yemenis

In the case a foreign woman’s application is accepted, she will be treated
according to the same procedures applied to Yemenis in addition to the
following:

1. If the foreign woman is a legal resident of the Republic of Yemen, her country
embassy or consulate will be notified.

2. If she is in Yemen as refugee, the UNHCR will be notified.

3. If she is a legal resident in Yemen, the Immigration and Passports Authority
and, if possible, will be notified.

Request Procedures Applied

1. The appointment is arranged 24 hours in advance.

2. The Guest is notified to have her consent.

3. Security procedures are applied including searching visitors.

4. Visits are conducted only at times determined by the Shelter and

-"5; according to each case’s special circumstances.

: 5. The visit takes place at a dedicated place in the Shelter that is supervised.
1] 6. No food may be allowed during the visit except tightly sealed canned
g food.

< 7. If visitors give money to the Guest, this should be through the Shelter’s
c management and when the Guest accepts it. The money will be used to
_?:’ buy the Guest what she, her children and/or companions (if any) need.
= Such purchases nature should not be dangerous to the Guest or other
< Guests. Otherwise, the money can be entrusted to the Management

until the Guest’s departure.

8. If the Shelter’s Chairwoman believes (for good reasons) that the visit
poses danger to the Guest herself or the other Guests, or that it may
disclose secrets that can endanger Guests’ lives, she can make the
decision to prevent it.

1. She applies to the competent Supervisor indicating reasons for her
request.

=] . o L .
o 2. If the reasons given are convincing, the visit is considered as necessary
o= or her life is not in danger and she was admitted in the Shelter by
(7]
g. S herself, she will be given a maximum of three hours provided that she
m is accompanied by one or more social workers and if necessary, the
s S Shelter can ask women police to help in this regard. The Guest should
g @ sign the relevant permit form to leave accompanied by the social worker
op X . .
o ) or the women police officer.
<
= 3 3. If the Shelter’s Chairwoman believes, for plausible reasons, that the
5 % visit could result in danger to the Guest herself or the other Guests, or
-g K] cause disclosure of secrets that might put Guests’ lives at risk, she can
> make the decision of prohibiting such visit.
@ 4. Only the Shelter’s Chairwoman, the social worker and the legal worker

can give or hold back leave permit.



Status Procedure Applied

2- Case evaluation stage

Legal and social workers evaluate the case within 24 hours of her temporary
admission into the Shelter. All personal, family and trusted acquaintances
data are to be completed.

In the event the case meets all admission conditions, an overall medical
examination is conducted and any apparent injuries on the applicant’s
body are documented.

If it turns out that the applicant’s health state requires medical and/or
psychological care because she was hurt physically or psychologically,
she is to be taken to medical or psychological facility immediately by the
competent social worker, who will also report the event.

The referring agency is notified whether the case is accepted or rejected
(because she does not meet admission conditions).

Status Procedure Applied

- The recovering Guest is involved in the Shelter’s activities gradually while
taking into consideration her health and psychological state.

- In the event the Guest has children and we cannot find a relative of hers to
take care of them, they are to be allowed to stay with her and be involved
in activities that suit their age.

3- Admitting and accommodating the case

After evaluating the case and ensuring that she meets admission conditions,
the following procedures are conducted:- Registering the case in the
Shelter’s guest form that is to be signed by competent officers.

- Opening a file dedicated to the Guest that will contain her reports and
documents.

- Entering Guest’s data into the Shelter’s database.

- Beginning provision of services and residential care to the Guest according
to relevant procedures.

- Involving the Guest in the Shelter’s activities gradually and helping her to
share them with other Guests.

- The Guest is introduced to the guiding and disciplinary rules of the shelter.

- Beginning procedures to solve the Guest’s problem by contacting whom
she sees fit of her family.

When the Guest’s health and psychological state is bad:

- If her health state does not require in-patient stay, she can have her separate
room at the Shelter for at least one week;

- The Guest is checked by a psychologist whose instructions will be strictly
followed;

- Psychological treatment continues by the psychological worker. The Guest
is not be allowed to keep the medicines; they will be given to her on time
by the concerned social worker or the night Supervisor.

- The Guest>s health state is documented in her health and psychological
follow-up form.

Accommodating special cases (sick, disabled, in her final month of pregnancy,
woman with children)

- Each special case is accommodated in a room that suits its state.

- Each special case is documented in the case follow-up form.

- If the Guest has children, they will be allowed to stay with their mother and
be involved in educational, cultural and sports activities that suit their
age.

- When the special case become better, she is allowed to move to a shared
room.

- The special case Guest will be involved in activities gradually.

PROCEDURES TAKEN WHEN A GUEST DELIVERS A BABY

Pre-delivery preparations:

- Conducting regular medical tests.

- As the delivery becomes closer, the Guest is moved to a separate room.

- Presenting a report by the Shelter’s management to the Supervisor to ask
for financial assistance to prepare for the delivery if the woman has little
or no money at all.

- Preparing a permit in advance to move the woman to the hospital and
giving it to the social worker supervising the case.

- Informing the Shelter’s guards that a Guest will be taken to the hospital for
delivery (if the delivery is to take place at night).

- If taking the Guest to the hospital may threaten her life, an obstetrician may
come to the Shelter to attend to her.

- Informing her family if that is not a threat to her life and with her consent.

Postnatal measures:

- Obtaining birth documents including child’s birth certificate.

- Keeping originals in the safe and a copy of the birth certificate in the case’s
file.

- Granting the new mother her own room temporarily.

- Allowing another willing guest to stay with her;

- Allowing visits according to the above-mentioned visit conditions.

- Providing the mother and her child with healthy nutrition.



Case management is the main job of a residential care Shelter and the
essence of its operation. YWU has dedicated all its efforts to establish
such shelters. Case management was already defined as “A series of
procedures that starts from receiving case hosting application and the
following services and continual care rendered until the case leaves.
Results are followed up after her departure.”

There are stages and procedures that should be applied when managing the
case such as:

First: stages of case admission

Status Procedure Applied

In this case, housing is temporary until procedures are completed and a final
acceptance is granted and it is ensured that sheltering conditions are met.
We have to distinguish between two situations:

a. When the case is referred by the court, the prosecution or the police:

— The case must have an official notice or letter from the referring agency
indicating reasons for sheltering and its duration and providing all
personal, medical and otherwise documents.

b. When the case is referred by another government or community
agency or self-turned in:

~— Reporting to the family-protection police that there is a case to be
sheltered to ensure that she is not wanted for criminal act;

— Registering case’s personal data such as the name, age, address and
telephone number.

— Taking precautions such as searching the woman seeking shelter to
ensure that she does not carry anything that may pose danger to herself,
other Guests or the Shelter’s staff.

- Accommodating the woman in a single room or with another Guest if
necessary within 24 hours of admission into the Shelter.

— Beginning the process of case evaluation.

" ChapterTwo.

Principles of Shelter Management

1- Sheltering application

c. When the sheltering application is at night

— The night Supervisor receives the case referred by official agencies along
with referral documents.

— The case is put in her dedicated room and is routinely searched. In the
event she is carries precious possessions, these are put in the safe.

— The night Supervisor notifies the Chairwoman and the competent social
worker in the morning and submits them the referral documents;

— If the battered woman is injured or is in need for medical care, the
Supervisor must ask the referring agency to take her to the hospital
before admitting her into the shelter.

— The night Supervisor is not allowed to discuss the case since that is the
duty of the social, psychological and legal social workers.




. Refraining from using any Guest’s properties or possessions without her

permission.

. No Guest may be allowed to enter another Guest’s room for any reason.

5. No loud sounds may be allowed at night since this bothers other Guests.

.No bed or room may be exchanged except with permission of the Shelter’s

Supervisor and for good reasons.

. It is not allowed to interfere in the affairs of workers and social workers

in @ manner that may obstruct their from proceeding with their duties.

. Reporting to the Supervisor any abnormal behavior or medical symptom

noticed on a Guest in the same room.

. Preserving the Shelter’s possessions and cleanliness

1. The Shelter’s possessions should not be tampered or sabotaged and
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no writing or scribbling may be allowed on its walls, beds, or any of its
properties;

. No food may be allowed into Guests’ rooms.
. No litter may be allowed on the Shelter’s floors, bathrooms, etc.
. Litter should be disposed of in its dedicated place.

. Guests’ are not allowed to leave their clothes or possessions at bathrooms

or throw them around in their rooms;

6. No laundry may be done except at defined times;

7. Guests are required to keep presentable appearance and wear decent,

S

clean clothes to reflect good behavior.

. Guests are not allowed to keep fire-causing materials such as lighters or

matches, or sharp objects such as razors and knives.

It is not allowed to keep or use controlled or health-damaging materials.

10. These instructions should be presented in places where all Guests can

C.

See.

Violating disciplinary instructions

Since Guests” human attitude may breach the above instructions and

disciplinary controls, some measures were developed to ensure that
such violations are not repeated (preceded, of course, by making sure
that such bad behavior was no caused by psychological factors). Some of
measures to be taken against violators are:

. Giving guidance and advice.

2. Verbal warnings.

3. Written warnings.

4. Telling them to do extra activities.
5. Fining them for the damaged stuff.

6. Presenting the violator’s case when she repeats it or commit immoral act
or a crime punished by law to the Board of Directors.

The Shelter’s management and its workers are prohibited to inflict
punishment on a violating Guest that may cause physical or psychological
harm. A bylaw should be developed that provides for the punishments to
be imposed when disciplinary instructions are breached.




spirit while considering competencies and responsibilities.

5- Believing in the necessity to follow up evaluate and curb violations and
malpractices by Shelter administrators.

6- Spreading values of integrity and transparency when performing duties
and responsibilities.

7-Adhering to neutrality and nonpartisan approach when delivering services
to battered and survivor women and ensuring non-discrimination based
on nationality, race, faith, political leaning or region.

8- Focusing on providing highest level of service (protection and residential
care) to Shelter Guests so that they and their children feel safe and
tranquility.

9- Spreading spirit of collaborative work with all public, international, civil
society organizations and other shelters in a manner that serves women,
children, family and community as a whole rights.

10- Constant development by preparing studies, holding workshops,
collecting data, conducting field surveys to evaluate the situation and
learn from mistakes, failures and weaknesses and working to overcome
them and turning them into points of strength and making use of available
and supporting opportunities and employing them to improve work,
boost performance and overcome negatives obstructive negativities that
affect performance.

b- Guiding principles to deal with hosted cases (Guests)
1- Providing safety and security to the Guest, her companions and witnesses;

2- Ensuring confidentiality and safeguarding information at any time and
not disclosing them to any one without the case’s consent; Guest’s
children can be excepted from confidentiality where reporting them s
obligatory according to children rights law and in the cases when the
Guest is incapable of taking care of them;

3- Respecting the case and her choices, needs and capacities including:

- Respecting her right to receive visitors according to procedures regulating
such visits. She also has the right to refuse to receive any one of her
visitors.

- Respecting her right to have access to information on her case or problem
from her social worker.

- Respecting her right to reject any settlement reached by her social worker
to solve her problem provided that she indicates reasons of such rejection
and present alternative proposals if any.

- Respecting her right to present a complaint to the Supervisor and have a
proper reply within 24 hours.

4- Seeking to help the Guest and her children (if any) have a decent life
while bearing into mind all the time that the Shelter was founded to
protect battered and survivor women from gender-based violence, help
them recover from physical and psychological damages and seek to
return them back to their families and community after dealing with the
causes and factors that forced them to resort to the Shelter’s care.

5- Listening to the case, showing care and building a relationship with her
thus creating a supportive environment that assists her recover.

6- Involving the case in all aspects of protection.
¢- Guiding principles when establishing the Shelter

The Shelter’s Management seeks to open new Shelters in various
governorates. When designing and building Shelters, the following must
be taken into consideration:

. Security and safety elements inside and outside the building.
. Shelter’s proximity to public services.

. Comfort and recreation elements.
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. Partitioning the building into sections according to the Shelter’s categories
indicated in the “Definitions”.

. Good ventilation.
. Power and water utilities.

. A health unit for emergency cases.
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. Telecommunications and transportation means.

Fourth: Guests’ Disciplinary Instructions

Since the Shelter includes all age and cultural categories as well as different
psychological and behavioral factor that impose contrast views, ideas
and attitudes in the Shelter and to prevent any reactions that may affect
negatively the Shelter’s community, behavioral controls were developed
for each Guest to follow. These include:

a. Respect for Guests’ privacy including:
1. Avoiding sleeping in another Guest’s bed for any reason.

2. Refraining from intervening into other Guests’ affairs.



Survival: Any woman protected before being exposed to or while she was
about to be exposed to violence indicated by conclusive evidence.

Category Included By Care & Residence: Residence is for young women of
15 and above with or without their under-seven children. It is allowed to
host under-fifteen girls if necessary by means of a resolution issued by
YWU Chairwoman.

Residence Categories: The process of accommodation at the Shelter is
divided into groups according to case type and age. It includes emergency
hosting (one to three days), special and critical cases and the cases with
children.

SHELTERCAPACITY: Each Shelter’s capacity is determined separately
according to the nature and area of the building as well as to financial
resources.

CASE MANAGEMENT: A series of procedures that starts from receiving case
hosting application to the following services and continual care rendered
until the case leaves. Results are followed up after her departure.

Hotline: The direct communication tool including landline, mobile and other
communication means such as social networks provided by the Shelter.
These are located in a separate place and they receive complaints,
applications and referrals.

Shelter SupervisoR: The competent officer that has skills, qualification and
experience of at least five years in areas close to Shelter activities and has
practical expertise. She is answerable to the Board of Directors and its
Chairwoman for all Shelters’ activities at Sanara Municipality and other
governorates. She is appointed by means of a resolution by the YWU'’s
Chairwoman.

Social Workers: These include women psychologists, sociologists and
legal counselors who manage the case from the moment of application
reception until her term at the Shelter ends.

Case Registration And Documentation: Opening a file that includes
registration and admission form, Guest’s personal and medical
documents, medical form, Guest’s follow-up and evaluation form that are
filled either manually or entered into the Shelter’s database. All Guests’
data are treated as confidential.

Medical Examination: To ensure case’s wellbeing and that there is no
internal hemorrhage, fractures, concussion, abortion, sexual assault or
lacerations in the reproductive system. Pregnancy test is also conducted
and tests of key contagious diseases such as TB, cholera, viral hepatitis,

fevers such as rift valley fever, etc. re conducted and a medical report is
prepared.

Residence Bag: This contains some of the Guest’s essential needs and it
given according to the case conditions and available resources.

Second: References

This Guide is based on the following:
1. Constitution of the Republic of Yemen.
2. Relevant applicable laws.

3. YWU’s Chairwoman’s resolution No. 1/2008 on Dar Al-Wi’am Social and
Family Harmony regulatory bylaw and other complementary resolutions.

. International conventions verified by Yemen.
. Relevant UN resolutions.
. Security Council resolution No. 1325/2000 and resolution No. 1820;

. Convention on the Elimination of All Forms of Discrimination Against
Women (CEDAW) March 1, 1980.

8. Guiding principles of The Inter-Agency Standing Committee (IASC) on
social gender-based violence in humanitarian circumstances, 2005.
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Third: Guiding Principles

Realizing objectives for which YWU sought to establish shelters to protect
and accommodate battered women or women who are exposed to
threats (survivors) based on social gender. This entails adhering to a
number of guiding principles either in terms of management and the
Shelter itself, dealing with cases or when designing and building Shelters
as follows:

a- Guiding principles to be adopted when managing the Shelter

Success of the Management in performing its functions depends on a
number of principles adopted such as:

1- Clarity of duties and competencies and avoiding function overlapping;

2- Believing in granting powers and delegating duties and responsibilities
and avoiding centralism;

3- Mutual respect among Shelter administrators;

4- Integration in performing the Shelter activities and working with team
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Definitions, References, Guiding Principles
and Disciplinary Instructions

First: concepts and definitions used in this guide

Shelter services Provider: Yemen Women Union (YWU) as a competent and
pioneering agency in the in the area of women protection and offering
specialized services to battered women through Shelters. This does not
contradict with the fact that there are Shelters run by public or private
organizations.

Residential Care In the Shelter:

This includes all forms of protection offered by the Shelter to battered or
violence-surviving women to protect them against further violence. Such
services help women recover from violence traumatic effects. Specialized
services include, inter alia, psychological, social, living, guidance,
educational, vocational, legal advice, medical support whether to the
Guests or their under-seven of age children. The services are provided by
a professional and learned staff trained to render such services.

Partners: All official, nonofficial, local, international agencies, legal persons
or individuals who offer financial and logistical support to the Shelter.

The Shelter: This is the building dedicated to accommodate women who
were/are exposed to domestic threat violence. It comprises Dar Al-Wi'am
Al-Osari (or family and social harmony shelter) at Sana’a Municipality and
its branches in governorates.

Shelter Location: This is determined by YWU and is kept a secret for
protection and privacy purposes. It applies measures of security and
safety to ensure that the Shelter Guests are not exposed to danger and
that their lives are out of harm’s way.

Guest’s Stay Duration: The stay duration is three to six months, as necessary,
or until the Guest’s compelling circumstances no longer exist.

The Case: Every woman exposed to or is survivor of violence based on social
gender, delinquent women whose families refuse to take them back after
prison whether or not such women have children.

Shelter Guest: Every woman who meets the Shelter’s admission conditions
and becomes a Guest.

Social Gender-Based Violence: Any act or attitude directed at women
posing threat to them, or any assault that leaves them with physical and/
or psychological damages depriving them of the sense of security and
safety and having destructive effects on society in general.

Battered Woman: Any woman exposed to offensive and/or harmful acts
such domestic violence, torture, rape or otherwise.



This initiative comes in view of the critical humanitarian conditions Yemen
is going through and the associating displacement of millions of people
who were forced to leave their cities and villages and the ensuing effects
on Yemeni families in terms of community, household and livelihood
resulting in an increase in cases of domestic violence and oppression.

In the framework of YWU’s mission, vision and objectives to empower
women and enable them to enjoy inclusive development, defend their
rights and seek diligently to eradicate all types of discrimination based
on social gender.

Proceeding from its pivotal role in preserving adhesion of both family and
society in Yemen, YWU works to provide proper family solutions that
aim to family harmony and prevent or at least limit the phenomenon
of society violence targeting women. We do this by protecting women,
offering them safe Shelter, doing them justice and restoring their rights in
accordance with the Constitution and law or according to other remedies
such as friendly settlements.

Therefore, YWU has always sought to establish Shelters and provide
residence and legal protection to women exposed to domestic violence
or violence at the hands of their custodians as well as to delinquent
women whose families refuse to take them back after they leave prison.
We work to provide health, psychological, awareness, social and legal
services to hosted women and reintegrate them in the community.

This uniform guide of YWU shelters management is a manual for staff to
run, direct, organize and operate Shelters and follow them up and
evacuate their performance. The guide includes there types of essential
information that embody its bases: the case, the administration and the
Shelter in addition to the supportive information.

4 Women’s Shelter

Importance of YWU Shelters

Several factors forced YWU to prepare a uniform guide of shelters
management especially those supervised by the Union as the pioneer in
the field of establishing and providing battered women with Shelter and
care. Some of these factors are:

1. Expansion by opening Shelters at Sana’a Municipality, Sana’a, Aden,
Hodeidah and Ibb governorates.

2.Seeking to open Shelters at all governorates according to YWU’s resources.

3. Helping Shelter administrators and Supervisors perform their roles
sufficiently and defining their duties by developing a guiding a handy
manual for the staff that is easy to refer to when necessary.

4. This guide is considered a reference that details systematically the
process of managing, organizing operating and assessing performance of
Shelters, thus it is useful to all agencies that run Shelters that are similar
to the Shelters run by YWU.

5. The guide is updatable and open to development easily to keep abreast
of changes.

Women’s Shelter 5
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