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Schedule  A
 CWP POLICIES & PROCEDURES
(Case Managers: please familiarize yourselves with these CWP policies.)

Client Qualification
1. Client Qualification.   The Community Warehouse Project of Chester County (CWP) serves clients that are struggling to find the means to provide furniture and household items for themselves.  They are typically struggling with one or more major life crises.
Typical characteristics of clients referred to CWP for assistance include persons who are:
· Unable to afford to purchase their own furniture (even used)
· Currently or recently unemployed (or under-employed) 
· Employment challenges created by one or more of the following:   
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· Single parent household with child(ren)
· Physical disability or disease
· Mental disability or disease
· Criminal record or prior incarceration
· History of substance abuse
· Minimal job skills or training, or no longer able to work due to age


· Other life challenges with significant financial and emotional impact:
· Previously homeless		
· Recent relocation or immigration
· Death or divorce in the family unit
· Children Services involvement
· Eviction
· Fire
· Robbery
· Providing financial support for extended family
· Veterans with PTSD and other difficulties

It is the Collaborating Agency’s responsibility to evaluate its clients’ circumstances and to make referrals under this Agreement only for clients who substantially meet these criteria.  The case manager or sponsor is required to make a home visit to verify need as part of their evaluation, unless the client is coming out of homelessness.  
			1.1    Client Service Area.  CWP serves clients in Chester County, Pennsylvania
2. One-Time Only Per Client Life Crisis.  Each client may use CWP’s Free Furniture Bank service only one time per life crisis, in order that CWP may help as many people as possible with its resources.  If the Agency believes that a client who has previously used CWP’s service has a new life crisis that re-qualifies the client for CWP’s service, CWP will make every attempt to respect the Agency’s evaluation of the client’s circumstances and allow a referral for the client.
3. CWP provides furniture FREE to all clients being served. No referral fee is to be paid by or charged to the client. Violation of this policy is grounds for immediate termination of the Collaborative Agency Contract. 
	3.1.  It is the Case Manager’s/Sponsor’s responsibility to assist the client with filling out their Schedule B/ Client Requested     Furniture & Household Items Form and guide the client with their furniture selection..
	3.2. Proof of Identity.  Proof of Identity. CWP reserves the right to ask the case manager/sponsor and the client to provide proof of ID, in the form of a driver’s license or other picture ID.  
4. Agency Referral Form Required.   The case manager or sponsor must provide a completed “Agency Referral Form/ SCHEDULE B” from their sponsoring Agency, signed by an authorized Agency representative, stating their furniture and household goods needs.  The Agency Referral Form must be sent to CWP via the website at the same time as Request Form. A copy of the Agency Referral Form is also referred to as SCHEDULE B, and can be downloaded from our www.CommunityWarehouseProject.com website.
5. First Come, First Served/No Inventory Reservation.   CWP makes donated furniture and household items available to all clients on a “first come, first served” basis.  CWP will use its best efforts to make core furniture items available each day for the Agency’s clients.   However, CWP does not guarantee the availability of any specific item on any given day, as availability is a function of incoming donations. 
6. Furniture and Household Items “As Is.”   CWP will make its best efforts to ensure that all items donated to CWP are in “gently used” condition and/or in working order. However, because CWP has to rely on the condition reported by the donor and often has no means to verify the working condition of an item, all items provided by CWP are provided “As Is,” with no guarantee, express or implied.  All clients and adult members of the household will sign a release at time of furniture pick-up.
7. Fair Allocation of Furniture to Clients.   Fair Allocation of Furniture to Clients. CWP wants every client to have an equal opportunity to receive the various furniture and household items that they need.
Delivery Service
8. CWP Delivery Service.   CWP provides free delivery service of client’s furniture and household items to a single delivery address. If the client is not home to receive the items being delivered, and the delivery crew has attempted to call the client on the phone number(s) given, and has waited 20 minutes from the time of initial arrival at the delivery address, then the Delivery Service will return the items to its facility.  
9.1 Right to Refuse.  CWP reserves the right to refuse inside delivery of one or more items if, in the opinion of CWP’s employees and management, such delivery will likely cause damage to any common areas in and/or around the client’s residence, the client’s residence or the item.
9.2 Client’s Dwelling Condition.   CWP cannot be responsible for the condition of the client’s dwelling at the time of arrival at the dwelling for inside delivery, and CWP cannot be responsible for damage that may occur to the client’s dwelling during inside delivery that is the result of the inadequate condition of the dwelling for accepting heavy or large furniture items.  
9.3 Safety of Client’s Home Environment.  CWP reserves the right to refuse inside delivery if, in the opinion of CWP’s agents, such delivery will be unsafe to the personnel performing the delivery.  Such situations could include, but are not limited to, unrestrained pets, visible firearms, visible drug paraphernalia, occupant intoxication, insect infestation, any indications of any threat of any serious physical harm, or unsanitary or overcrowded conditions.  
9.4 No Furniture Setup / Assembly / Re-positioning.   The Delivery Service does NOT include the setup or assembly of any of the items being delivered.  Additionally, the Delivery Service does not include re-positioning of furniture items once they are placed, or the moving of client’s existing furniture or household items to make room for items being delivered.  The initial and only placement of the item will be based on the client’s direction at the time of delivery. 
9. Delivery Timing.  CWP will deliver the client’s items at the agreed upon time between client and CWP employee with a six (6) hour window allowing for loading and drive time incurred by delivery service.

Miscellaneous
10. Right to Cancel.  CWP reserves the right to cancel the Collaborative Agency Agreement without notice if the Agency has failed to properly qualify clients, did not provide CWP with an annual Certificate of Insurance within 15 days of request, and or failed to correct its practices after written request from CWP to do so. 
11. Policies Apply To All Client Referrals.   CWP’S policies stated here apply to all client referrals and client deliveries.  
12. Privacy of Information.   CWP respects the privacy rights of the Agency and its clients and will provide private client information pertaining to the Agency’s clients or the services provided to the clients only to an authorized representative of the Agency upon request.
13. Release/Waiver of Liability.  CWP requests that the Collaborating Agency provide a copy of ScheduleB that includes the Release//Waiver of Liability to the client so they may initial their understanding on the release.
14. Client Usage Reporting.   CWP keeps records of all client deliveries, including a list of the furniture and household items given to each client.  The Collaborating Agency should confirm that the client has not received furniture from CWP in the past. If they have, it is the Collaborating Agency’s responsibility to ensure that the client has experienced a different life crisis to ensure the client meets the criteria for services.
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