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Another exciting year of camping with True Friends is upon us!  
 
From stories by the campfire to trips down the zip line, repeat-after-me songs to 
hanging out in one of our sensory rooms, this summer is gearing up to be a wonderful 
mix of camp classics and new adventures.  
 
We are ever expanding, improving and adding new elements to our strong heritage of 
programs. This summer we’re excited to see you assist campers take full advantage of 
our new fully accessible high ropes course, try out our shooting sports activities and 
ranges, and explore our local communities on day trips alongside our classic camp 
elements such as tubing, arts and crafts, and endless hours on the waterfront.  
 
You will help bring high quality programs to life with the utmost attention and care, 
creating a fun, safe and truly transformational environment for all involved. At the center 
of everything we do at True Friends lies our mission. We are so grateful to have the 
chance to provide thousands of people with life changing experiences that enhance 
independence and self-esteem for children and adults with disabilities. We eagerly 
anticipate working alongside you! 
 
Welcome to the True Friends family! 
 
 
Eric Sage – Senior Director of Programs 
Jon Salmon – Director of Camping 
Naomi Miessler – Program Manager  
Tarah Willsher – Program Manager 
 

  
About this Handbook 
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This handbook is intended as a general source of information and may not address every 
situation during your employment with True Friends.  Please note this is not a contract and the 
provisions described in this handbook may be changed at any time by True Friends.  For 
detailed information or advice, please ask your supervisor. 
 
Employment at True Friends is “at will.” It is understood that employees may be released from 
employment at any time for any reason or no reason. In addition, it is understood that 
employees may resign at any time, provided that, in the event of the employee resignation, the 
employee will provide True Friends two weeks’ notice of resignation for the purpose of allowing 
time to recruit a replacement.   
 
This means True Friends may terminate your employment at any time, with or without cause, 
and with or without notice, and you may do the same.  There is no right to continuing 
employment. 
 
For purposes of this handbook, the term “supervisor” refers to the individual who most closely 
supervises your day-to-day work.  Supervisor may refer to a manager or supervisor. 
 
Every effort has been made to make this handbook as accurate as possible. If any section of 
this handbook conflicts with local, state or federal laws, that section may be invalidated without 
affecting the rest of the handbook. 
 
If you have questions while reviewing this handbook, please contact your manager/supervisor. 

 

 
More about us… 

 
True Friends is the result of two legacy providers coming together. Courage Center Camps and 
Friendship Ventures partnered together in November 2012 to create a new camp organization to 
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serve people with disabilities. Both organizations have rich histories of providing exceptional and 
much needed services. Camp Courage was established in 1955 to service individuals with physical 
disabilities. Friendship Ventures was established in 1964, serving individuals with developmental 
disabilities and special needs. By 2012, Friendship Ventures was providing camp, respite, and travel 
services to nearly 3,000 individuals and their families each year. The Courage camps and Friendship 
camps merged and used the interim name, Camps of Courage & Friendship, for nearly a year.  In 
October 2013, the organization launched its new name, True Friends. 
 

Our Mission 
 

Provide life-changing experiences that enhance independence and  
self-esteem for children and adults with disabilities. 

 
Our Vision 

 
A world where experiences and adventures are open to individuals of all abilities. 

 
 

Our Commitment to Diversity, Equity, and Inclusion 
 

We strive each day to create a diversified, equitable, and inclusive environment.  
From the individuals and families we serve, to the guests we welcome, to those  

who carry out our mission, True Friends is committed to providing  
experiences where each individual belongs.  

 
 

 
Our Values 

 
Empowerment – We provide individuals the tools, training, and information to encourage them 
to make mindful and confident decisions about their own future growth.   
 
Experience – We strive to create an authentic atmosphere of inclusion and belonging; to support 
independence and exploration while providing the opportunity for positive outcomes.  
 
Integrity – We believe that how things are done is an important as what is done; thus, we are 
committed to honest, fair, respectful, and authentic principles.  
 
Safety – We are committed to making safety a way of life at True Friends; ensuring a secure 
accessible environment, providing mindful training, and making dedicated changes to enhance 
our overall operations.  
 
Sustainability – We are dedicated to continuous improvement to ensure ongoing financial, 
program, and infrastructure success.  
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Programs and Services 
 
Camp 
Our most popular service provides opportunities for children and adults to enjoy and benefit 
from an outdoor, recreational and leisure experience during summer and winter seasons in 
Minnesota. The rural settings include Camp Friendship near Annandale, Camp Courage near 
Maple Lake, and Camp Courage North near Lake George. Our metro location is Camp Eden 
Wood in Eden Prairie.  

 
Activities at these resident sites are specially designed to 
meet the needs and abilities of each individual. In pursuit of 
a more balanced and independent lifestyle, life-long leisure 
skills are offered through special interest sessions which 
include: bicycling, dance, fishing, adventure camping and 
hiking, cooking, sports and creative arts.  
 
True Friends is a great option for individuals who are not 
eligible to attend most other camps due to their various 

needs. At Resident Camp we offer three categories of programming: Core Programs, Core 
Specialized Programs and Partner Camp Programs.  
 
Core Programs are the “bread and butter” camp sessions and we welcome all individuals into 
these programs. Core Specialized Programs build on the ‘core programs’ by adding a 
specialized component such as an autism-focused program. Partner Camp Programs are run 
by True Friends staff and an external partner organization. One example is Camp Discovery 
with the Autism Society of Minnesota.  
 
Respite 
Our Respite program provides short-term relief for children and adults ages five and up with 
developmental or physical disabilities. We give families and caregivers a much-needed break 
while offering an exciting and safe environment for our participants to enjoy with friends. The 
Respite program consistently focuses on four core competencies: recreation, leisure, education, 
and having fun! The Respite program is offered at Camp Friendship in Annandale and Camp 
Eden Wood in Eden Prairie. 
 
 
Team Building 
Our Team Building program provides large and small groups a unique way to build confidence 
and enhance teamwork skills. Team Building is ideal for schools, corporations, organizations, 
and church groups.  
 
 
Retreats 
Our Retreats program offers conference and rental space for groups large and small at four 
Minnesota locations: Camp Courage in Maple Lake, Camp Friendship in Annandale, Camp 
Eden Wood in Eden Prairie, and Camp Courage North in Lake George. Each year, our Retreats 
program hosts over 300 groups including corporations, schools, universities, churches, and 
more. 
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Travel 
Our Travel program offers trips for older teens and adults with intellectual/cognitive disabilities 
and others who benefit from extra assistance while traveling. Although based in Minnesota, 
travel is across the United States by van, train, plane, and cruise ship. International trips are 
also available. These vacations are unique because of the focus on safety and quality care, 
small group size, variety of destinations, and the fun, caring travel leaders. Custom trip planning 
services are available for family members or groups of friends.  
 
 
Therapy and Adaptive Riding  
Our Therapy and Adaptive Riding program offers individuals of all ages the opportunity to 
receive occupational therapy utilizing a horse. Through hippotherapy and adaptive riding 
lessons taught by a PATH Certified Riding Instructor (CTRI), we offer high quality therapeutic 
options for you or your loved ones in a unique and supportive environment. The Therapy and 
Adaptive Riding program is offered at Camp Courage in Maple Lake, MN. 
 
 
Volunteer Services  
Each year True Friends welcomes 1000+ youth and adult volunteers, who contribute more than 
30,000 service hours. This saves over one million dollars; enough money to provide 
scholarships for many individuals to come to camp! 
 
Volunteers return time and time again to help make our programs extraordinary. They help with 
summer & winter camp, year-round weekend programs, facilities upkeep, fundraising and 
organizational management. 
 
Our volunteers come from all walks of life, ranging in age from 14 to retirees. They include 
health care personnel, educators, business executives and students from college and high 
school. 
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Camp Locations 
 
True Friends has four scenic lakeside camp locations. All four locations are accredited by the 
American Camp Association (ACA) and licensed by the Department of Human Services. These 
programs comply with nationally-recognized standards for content, personnel, administration, 
health care, site and facilities. ACA representatives visit facilities regularly to assure compliance 
with these standards.  
 
History of the Individual Camps 
 
True Friends Camp Courage – 8046 83rd St NW, Maple Lake, MN 55358 

 
Opened in 1955 serving individuals with physical 
disabilities such as polio, cerebral palsy, muscular 
dystrophy, as well as other congenital and acquired 
disabilities.  To make camp worthwhile experience, 
children with disabilities had to participate, be 
challenged, and have opportunities to learn new skills 
that they could use in their daily lives.  The original 
camp location is now called Lakeside at Camp 
Courage.  In 1966, a new campus was added to serve 
children with communication disorders.  Children with 
speech, hearing and language impairments were 
now able have a summer experience that included 
speech therapy and education.  This site, originally 
called Speech and Hearing camp, is now called 
Woodland at Camp Courage. 
 
 

 
 
 
 
 
True Friends Camp Friendship – 10509 108th St. NW, Annandale, MN 55302 
 

In 1964, a group of parents with Arc Minnesota converted a resort near 
Annandale into a resident camp for their children with 

developmental disabilities.  They purchased the 100-year-old 
Beecher’s Resort on Clearwater Lake and converted it into 
Camp Friendship.  Although the camp was created to benefit the 
children, parents soon appreciated the respite they enjoyed 
while their children were at camp.  Over the years, Camp 

Friendship evolved into Friendship Ventures, and programs and 
services grew well beyond the camp’s boundaries.  In the late 1980s 

respite programs and Ventures Travel were created.  In 1986, Friendship 
Ventures, the parent company, became an independent, nonprofit organization. 
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True Friends Camp Eden Wood – 6350 Indian Chief Rd, Eden 
Prairie, MN 55346 
 
In 1995, Friendship Ventures expanded its services in the Twin 
Cities area through the acquisition of Eden Wood Center in Eden 
Prairie.  The original facility was established in 1925 as the Glen 
Lake Children’s Camp, where it served as a summer haven for 
children with tuberculosis.  In the late 1950s, Arc of Hennepin 
County operated the site as Camp Indian Chief for people with 
developmental disabilities.  Today, camp and respite programs are 
held at this convenient, yet secluded metro location. 
 
 
True Friends Camp Courage North – 37569 N Courage Dr, Lake George, MN 56458 

 
In 1971, Walter and Lydia Deubener donated to Courage Center 
95 acres located near Itasca State Park.  The site was perfect for 
another residential camp which was named Courage North and in 
1972, a new leadership program for teenagers who were deaf or 
hard of hearing was offered.  In 1976 the programs and facilities 
at Courage North were expanded. 
  

 
Goals of Camp 

 
The underlying purpose of True Friends Resident Camp is providing experiences and 
programming centering on individuals’ abilities rather than their limitations; and the most 
exciting thing is…you make this possible! 
 
 
1. Have fun through involvement of daily activities 

 
2. To improve self-esteem by providing opportunities for successful experiences 
 
3. To provide opportunities to learn new skills and reinforce existing skills through involvement 

in activities 
 
4. To improve socialization skills through involvement in group experiences 
 
5. To enhance self-image of the individual through recognizing personal abilities and 

limitations and providing opportunities for individual decision-making 
 
6. To provide good health and hygiene habits through the provision of quality personal care 
 
7. To increase participation in group decision-making and cooperation through the group living 

process 
 

8. To provide opportunities to establish a genuine kinship and appreciation of the outdoors 
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Camp Routine 
 
Supervision & Support of Individuals 
Each True Friends camp 
operates to meet the needs of 
individuals in the program. 
 
The Circle of Support 
demonstrates the levels of 
support available to all 
individuals at True Friends.  
 
Cabin Support 
In a cabin there are 2-12 
counselors with 5-20 individuals 
depending on the care 
ratio/support needed. Cabin 
groups are organized by 
gender, age and ability levels.   

 
Activities Planning & Support 
Activities Counselors plan and 
implement activities at camp. 
Activities employees are 
assigned to a cabin group to 
provide supplemental support 
during meal times and 
bedtimes. Activities Counselors 
live in the cabin they are 
assigned to.    
 
Quality supervision is an 
essential function of employees 
who live in cabins with 
individuals. Employees are required to assist individuals in an emergency, (fire, evacuation, 
illness, injury, etc.). The ratio of employee to individuals varies from 1:1 to 1:5. Here’s a general 
overview of individual care needs by ratio: 
 
1:1 - High Care Support 
- Needs “eyes on” 

supervision during awake 
hours 

- Uses a manual 
wheelchair and needs 
employee support to 
propel outside buildings  

1:3 – Medium Care Support 
- Typically live in a group 

setting 
- May need verbal support 

with activities of daily 
living 

 

1:5 – Low Care Support 
- Enjoy social group 

settings 
- Are independent  
- Easily communicates 

wants and needs 
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Camp Scheduling 
Plans are specifically designed for individuals, cabin groups and sessions. Employees work 
cooperatively to insure the best use of the activity areas and available time. Schedules will differ 
each week according to the individual needs and desires. 
 
Some individuals require additional support and will typically be staffed at a 1:1 care ratio. Other 
individuals will be more independent and may request or demonstrate the ability to be 
unattended for short periods of time on camp property. 
 
Every minute of the day does not have to be filled with activity; but you, as employee, should 
have a general idea as to what your cabin will be doing during any given hour. Once the 
schedule is made, the cabins are not bound to carry out their day as scheduled.  A group may 
choose to sign-out of an activity.  Another group may then sign-in at that time.  
 
 
General Camp Routine  
 

 
Everyone up  
Daily personal cares:  face and hand washing, teeth brushing, check to see that individuals are 
putting on clean clothes, etc. Employees are trained to assist with cares during orientation and 
supported by their peers and supervisor, as needed.  
 
Breakfast 
Some individuals may need assistance eating and others will be fully independent.  
 
After breakfast routine 
Clean up/finishing of personal cares. Activities employees meet to begin preparing their activity 
area and equipment for the day.   
 
Activities Time 
Each group follows the schedule for the day.  Activities Counselors are available to lead the 
activities or to suggest ideas experiences that cabins may do on their own.  Activities may 
include: 

- Swimming 
- Arts & Crafts  
- Recreation  
- Music     
- Archery 
- Tubing  

- Boating  
- Fishing 
- Cooking, indoor or 

outdoors 
- Camp store 
- Biking   

 

- Mini golf  
- Ropes 

course/climbing 
- Overnight camp-out 
- Picnics  
- Hayrides 



Lunch 
 
Rest Hour 
For many individuals, being at camp may be one of the more actively-paced activities they 
engage in all year. Some will need a rest hour to sit and relax, if not to take a nap; it’s also 
important to be out of the sun for the hottest time of the day. This is a great time in the schedule 
to get individuals who use wheelchairs out of their chairs.  Laying down or using another chair 
can help prevent skin breakdown.  
  
Dinner 
 
After dinner routine 
After dinner there is free time for individuals to plan as they please/meet the individual needs of 
each cabin. Many use this time to relax, have conversations and enjoy smaller group 
interactions. During this time, the Activities Counselors begin planning the evening program. 
 
Evening programs 
For all camp programs the Activities Counselors, and at times Cabin Counselors, plan, organize 
and conduct evening programs. The variety and scope of evening programs is endless and a 
much loved part of camp! At the evening program, everyone plays a role in creating a high-
energy, fun experience.  
 
Bedtime  
Bedtime is a time to unwind and relax after a busy day. Health Care Employees will visit the 
cabins to pass medications. Each counselor will develop their own way of easing individuals off 
to bed, assuring them of their safety during the night. By 10 p.m., most of camp should be 
settled in and quiet. Campers will be cared for throughout the night by counselors living in their 
cabins.  
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Person-Centered Care & Planning 
 
The True Friends family aims to provide the highest standard of care available. In order to do 
this, respect to all individuals must be one of our top priorities. Our language really is a 
reflection of our respect. Here are some helpful tips: 
 

o Remember to use the person’s name; do not define a person by their disability. 
o Use “disability” rather than “handicap” to refer to a person’s disability. 
o When referring to a person’s disability, use person first language. In other words it is 

better to say “a person with a disability,” rather than “a disabled person.” 
o Avoid referring to people with disabilities as “the disabled, the blind” etc. 
o Avoid negative descriptions of a person’s disability. For example, don’t say, “John 

suffers from cerebral palsy.” This implies that the person has an infliction. Instead 
say, “John has cerebral palsy.” 

o It is better to say “people without disabilities” as opposed to using the word 
“normal” to describe them. Try to avoid the word “normal.” What is it anyway? We 
often can replace the word normal with “typical.”  

o “John uses a wheelchair,” is more appropriate than, “John is confined to a wheel 
chair.” 

o We should not assume a person with a communication difficulty also has a mental 
disability. There are people with cerebral palsy who may have trouble speaking but 
have a high I.Q. 

o Use “without speech or non-verbal” as opposed to “mute or dumb.” 
o Never use “retarded” or “slow” to describe someone. Instead say “a person with a 

mental disability” or “developmentally disabled” or “mentally challenged.” 
 
 
Conversation Starters 
Starting conversations with someone you don’t know may feel forced or awkward at 
first, but it’s important when interacting with every individual at camp. Here are some 
great topics to keep in mind to start a conversation with verbal individuals: 
 
Family members Hobbies Where/if they work 

Favorite holiday and why Activities Tell an appropriate joke 

Trips taken Favorite camp game Movies/TV shows 
Sports  Stories about a pet Talk about the activity you’re 

working on 

If an individual’s conversation topic is inappropriate, you can tell them to stop.  
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This section of the handbook provides guidance as to what our agency expects from its 
employees.  The policies and responsibilities are broadly stated and are not tailored to 
individual circumstances.  True Friends retains the right to interpret and apply these policies to 
individual cases. 
 

Diversity 
 
Equal Employment Opportunity 
True Friends operates within federal and state government policy which does not permit 
discrimination based on race, color, political affiliation, creed, religion, national origin, disability, 
age, marital status, familial status, status with regard to public assistance, sex, membership or 
activity in a local human rights commission, genetic information, pregnancy or childbirth, military 
participation or sexual orientation.  Equal employment opportunity under this policy includes, but 
is not limited to, the following:  recruitment, examination, compensation, classification, 
promotion, or other activities in accordance with applicable federal, state and local laws and 
regulations. 
 
True Friends has a zero tolerance policy and will not accept any conduct that intimidates, 
harasses or otherwise discriminates against any employees on the grounds listed above.  Any 
employee who feels that his or her rights have been violated under this policy should inform his 
or her immediate supervisor or Human Resources. 
 
 
Harassment-Free Workplace  
It is the policy of True Friends, to maintain a working environment free from offensive or degrading 
remarks or conduct.  Such behavior includes, but is not limited to, inappropriate remarks about the 
employee’s disability, age, sex, race, color, national origin or sexual orientation, a pattern of behavior 
which creates a hostile environment or any request to engage in illegal, immoral or unethical 
conduct. 
 
One specific kind of illegal behavior is sexual harassment, which can consist of a wide range of 
unwanted sexually direct behavior.  It is defined as:  unwelcome sexual advances, requests for 
sexual favors, and other verbal or physical conduct of a sexual nature as to which: 
 

• Submission to such conduct is made either explicitly or implicitly a term or condition of an 
individual's employment or volunteer experience. 

• Submission to or rejection of such conduct by an individual is used as a basis for employment 
decisions. 

• Such conduct has the purpose or effect of unreasonably interfering with an individual's work 
performance or creating an intimidating, hostile working environment. 

 
Any person who feels subjected to offensive behavior of any kind should feel free to object to the 
behavior and report that behavior immediately. 
 
It is not necessary for any person who feels that she/he is the subject of offensive behavior to handle 
it herself/himself.  Any person who feels harassed or offended by another employee, supervisor, 
member of the Board, customer, or any other person whom she/he encounters in the course of 
employment, whether the opposite sex or same sex, and does not feel able to deal with the problem 
directly, should go directly to their direct supervisor, a member of the Senior Leadership Team, 
Human Resources or the President. 
 
All allegations of offensive behavior will be investigated promptly, fairly and completely.  The facts 
shall determine the response to each complaint.  Each situation will be handled discreetly.  In the 
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event that the offensive behavior recurs, it should be immediately reported to either the direct 
supervisor, a member of the Senior Leadership Team, Human Resources or the President. 
 
All employees understand that this policy applies to each and every employee and volunteer of the 
organization, including the Board of Directors, management, all full-time, part-time and temporary 
employees.  No retaliation or intimidation directed towards anyone who makes a complaint will be 
tolerated. 
 
 
Americans with Disabilities Act (ADA) and the ADA Amendments Act (ADAAA) 
The Americans with Disabilities Act (ADA) and the Americans with Disabilities Amendments 
Act, known as the ADAAA, are federal laws that prohibit employers with 15 or more employees 
from discriminating against applicants and individuals with disabilities.  Employers must provide, 
when needed, reasonable accommodations to applicants and employees who are qualified for 
a job, with or without reasonable accommodations, so that they may perform the essential job 
duties of the position.  
 
It is the policy of True Friends to comply with all federal and state laws concerning the 
employment of persons with disabilities and to act in accordance with regulations and guidance 
issued by the Equal Employment Opportunity Commission (EEOC).  Furthermore, it is our 
policy not to discriminate against qualified individuals with disabilities in regard to application 
procedures, hiring, advancement, discharge, compensation, training or other terms, conditions 
and privileges of employment.  
 
True Friends will reasonably accommodate qualified individuals with a disability so that they can 
perform the essential functions of a job unless doing so causes a direct threat to these 
individuals or others in the workplace and the threat cannot be eliminated by reasonable 
accommodation and/or if the accommodation creates an undue hardship to True Friends. 
Contact Human Resources with any questions or requests for accommodation.  
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Employment Practices  
 
Resident Camp Employees are considered seasonal employees. Seasonal employees 
work either a full-time or part-time schedule for a limited period of time. Seasonal employees 
are employed directly by True Friends and are paid on our payroll. Seasonal employees are not 
eligible for benefits or paid time off (PTO). All seasonal camp employees are employees of True 
Friends and not a particular site. Employees are expected to work at any site which they are 
assigned to by their supervisor.  
 
 
Background and Reference Checks 
To ensure that individuals who join True Friends are well-qualified, and to ensure that True 
Friends maintains a safe and productive work environment, it is our policy to conduct pre-
employment background checks on all applicants who accept an offer of employment. 
Background checks may include verification of any information on the applicant’s resume or 
application form. 
 
All offers of employment are conditioned on receipt of background check reports that are 
acceptable to the Minnesota Department of Human Services and comply with American 
Camping Association (ACA) standards.  Background checks include a criminal record check, 
although a criminal conviction does not automatically bar an applicant from employment.  
Background check results are kept confidential and are only viewed by individuals involved in 
the hiring process. 
 
Additional checks, such as a driving record or credit report, may be made on applicants for 
particular job categories, if appropriate. 
 
True Friends also reserves the right to conduct background checks for current employees to 
determine eligibility for promotion or reassignment in the same manner as described above or 
to comply with state licensing regulations.  
 
 
Anti-Nepotism, Employment of Relatives and Personal Relationships  
True Friends maintains an appropriate standard of conduct for the employment of relatives 
while working in the same or different departments of the organization.  This is intended to 
ensure effective supervision, internal discipline, security, safety and positive morale in the 
workplace.  It also seeks to avoid the perception of favoritism, conflicts in loyalty, discrimination, 
the appearance of impropriety and conflict of interest. 
 
Decisions about hiring, promoting, evaluating, awarding salary increases and terminating 
employees are based on qualifications for the position, ability and performance.  Every attempt 
is made to avoid favoritism, the appearance of favoritism, and conflicts of interest in 
employment decisions. True Friends reserves the right to take action when relationships or 
associations of our employees impact our mission. 
 
True Friends permits the employment of our employees’ qualified relatives as long as such 
employment does not, in the opinion of True Friends, create actual conflicts of interest.  For 
purposes of this policy, relatives are defined as an employee’s parent, child, spouse, domestic 
partner, brother, sister, grandparent, in-law, aunt, uncle, niece, nephew, other members of the 
same household, dating relationship, or any step relationships within the preceding categories.  
True Friends will use sound judgment in the placement of related employees in accordance with 
the following guidelines: 
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• Individuals are permitted to work in the same department as their relatives provided no 
direct reporting or supervisor to subordinate relationship exists.  That is, related 
employees may have no influence over the wages, hours, benefits, career progress and 
other terms and conditions of other related employees. 

• Employees who marry while employed, or become part of the same household are 
treated in accordance with these guidelines.  That is, if in the opinion of the organization, 
a conflict arises as a result of the relationship, the organization will remedy the situation 
at the earliest practicable time.  Some possible methods include, but are not limited to 
transferring one of the employees or reassigning the supervisor of one of the 
employees. 

 
True Friends reserves the right to apply this policy to situations where there is a conflict or the 
potential for conflict because of the relationship between employees, even if there is no direct 
reporting relationship or authority involved.  
 
 
Progressive Discipline 
True Friends disciplinary guidelines are flexible and allow for variation in disciplinary action, 
depending on the severity, intent and frequency of the offense, and on all of the surrounding 
circumstances. 
 
Documentation of all disciplinary action is required.  When discipline is initiated, the proper 
procedure and forms will be completed in their entirety and promptly sent to Human Resources. 
 
The guidelines listed here are examples only, and are not intended to be all-inclusive and True 
Friends reserves the right to modify, amend or supplement these guidelines based on the 
individual circumstances involved.  True Friends denies any intention to create a contract by the 
issuance of these guidelines and employees remain free to leave their employment at any time, 
for any reason, just as the organization retains the corresponding right to terminate employment 
at will. 
 
Supervisors have the authority and responsibility to initiate disciplinary action within their 
respective service areas.  When supervisors consider disciplinary action, they should consult 
with Human Resources to determine the appropriate disciplinary action.  Each situation and 
each employee should be evaluated individually, and the severity of the discipline should 
depend on the individual circumstances involved.   

  
Once the proper disciplinary action has been determined, supervisors should initiate that action 
as soon as possible following the infraction.  When initiating the proper disciplinary action, 
supervisors should complete a Disciplinary Notice and/or Performance Improvement Plan.  The 
original form should be completed and sent to Human Resources for filing in the employee’s 
personnel file.  Supervisors may retain duplicate copies of these forms, if they desire.  
 
Human Resources has the authority and responsibility for reviewing disciplinary actions and 
advising supervisors. 
 
Some possible forms of discipline include, but are not limited to informal warnings, formal 
warnings, suspensions, dismissal and performance improvement plans. 
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Informal Warning or Formal Warning should involve: 
 

• Meeting with the employee 
• Explaining the offense 
• Explaining the relevant policy, if applicable 
• Explaining the disciplinary action 
• Explaining what must be done to improve 
• Completing the Disciplinary Notice form and returning it to Human Resources 

 
The difference between an informal warning and a formal warning is that a formal warning is a 
more severe warning than an informal warning.   
 
Suspension:  Suspension is the removal of the employee from their regular work schedule for 
a period which will be determined by the severity of the offense and the circumstances involved 
in the incident. 
 
In addition to the removal from their regular work schedule, the suspension should involve all of 
the actions of an informal or formal warning. 

 
Dismissal:  Certain circumstances may warrant immediate termination without prior resort to 
other disciplinary measures.  For purposes of this policy, discharge is involuntary separation of 
the employee from True Friends.  The following steps should be completed when discharging 
an employee: 
 

• Meeting with the employee 
• Explaining the offense 
• Explaining the relevant policy, if applicable 
• Completing the Disciplinary Notice form and returning it to Human Resources 

 
Performance Improvement Plan: Whenever an employee has been involved in a disciplinary 
situation that has not been readily resolved or when he/she has demonstrated an inability to 
perform assigned work responsibilities efficiently, the employee may be placed on a 
performance improvement plan (PIP).  PIP status will last for a predetermined amount of time.  
Within this time period, the employee must demonstrate a willingness and ability to meet and 
maintain the conduct and/or work requirements as specified by the supervisor and the 
organization.  At the end of the performance improvement period, the performance 
improvement plan may be closed, extended or dismissal may occur.  
 
Employees that are on a performance improvement plan (PIP) are ineligible for salary increases 
and will not be considered for internal job postings. 
 
 
Termination 
All True Friends employment is “at-will.” This means that either True Friends or the employee 
may end the employment relationship at any time and for any reason, with or without cause and 
with or without notice. Final paychecks will be provided in the timeframe mandated by the state 
of Minnesota. 
 
Voluntary Termination 
Employees may resign at any time, but it is requested that notice be given to True Friends in 
writing at least two weeks in advance for the purpose of allowing time to recruit for a 
replacement.  This written resignation should be sent to both the employee’s supervisor.   
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Employees who fail to return from leave, walk off the job, or are absent for three consecutive 
days without contacting their supervisor or Human Resources will be designated as voluntarily 
terminating their employment with True Friends. 
 
Involuntary Termination 
If employees fail to meet True Friends’ standards for work performance, the organization may 
take corrective action, including termination of employment.  Work performance includes, but is 
not limited to, attendance, punctuality, personal conduct, job proficiency and general 
compliance with True Friends policies and procedures.   
 
Employees who are terminated due to misconduct or policy violations are ineligible for rehire.  
 
Return of Property 
Employees are responsible for the return of all property, materials, and written information 
issued to them during their tenure with True Friends. 
 
 
Code of Conduct 
Code of Conduct is based on moral duties and obligations which indicate how people should 
behave.  It deals with the ability to distinguish right from wrong and the commitment to do what 
is right.  The purpose of this Code of Conduct is to provide standards of ethical behavior for 
True Friends employees when that behavior directly relates to the mission of the organization. 
 
Responsibility to the Individuals We Serve 
 
As an employee of True Friends I will: 

• Treat the individuals we serve with the utmost dignity, free from ridicule. 
• Not use my professional relationship with our customers to further my own interests. 
• Interact with our customers in a manner which is respectful of their humanity and rights 

as persons. 
• Be aware of my potential influence on customers and do not exploit their trust. 
• Follow all state and federal laws and rules regulating services to our customers. 
• Afford the same consideration to all individuals.  Provide service for our customers 

regardless of whether I normally work with them or not. 
• Demonstrate a genuine interest in all our customers and dedicate myself to their best 

interests and empowerment. 
• Provide the opportunity for reasonable risk in growth experiences for the individuals I 

serve. 
• Not discriminate against or refuse services to any person on the basis of race, gender, 

creed, color, religion, national origin, age, public assistance status, marital status, 
familial status, sexual orientation, veteran status, physical or mental disabilities or any 
other category protected by law. 

 
Confidentiality (Also see Data Privacy), I will: 

• Respect the privacy of individuals and hold in confidence all information obtained in the 
course of professional service.  Therefore, I will not disclose information regarding 
customers to anyone except: 
 As mandated by law. 
 To prevent a clear and present danger to a person or persons. 
 If there is an authorization for release of information previously obtained in 

writing and then I will only release the information as indicated on the 
authorization. 

• Recognize that confidentiality and privacy requirements apply also to colleagues who do 
not work directly with the said customers. 
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• Be responsible to store or dispose of customers records in ways that maintain 
confidentiality. 

• Possess a professional attitude which upholds the confidentiality of customers, 
colleagues, and the organization. 

• Upon my termination of employment, maintain the same level of honor regarding 
confidentiality as during my employment. 
 

Responsibility to Colleagues, I will: 
• Respect the rights and views of fellow colleagues and treat them with fairness, courtesy 

and good faith. 
• Be aware of my potential influence on colleagues and not exploit their trust. 
• Not engage in or condone any form of harassment of or discrimination against 

colleagues. 
• Extend respect and cooperation to colleagues inside and outside of the organization. 
• Handle the responsibility for employing or evaluating the performance of other employee 

in a responsible, fair, considerate and equitable manner which provides the opportunity 
for growth. 

• Respect the confidences of my colleagues. 
• Take action, if I know firsthand that a colleague has violated ethical or legal standards, 

to prevent any further violations from occurring, including speaking with my colleague 
and reporting the violation to my supervisor or Human Resources. 

• Ensure, if it is reported to me that a colleague has violated ethical or legal standards, 
that the report is communicated to my colleague’s supervisor or Human Resources. 

 
Professional Responsibility, I will: 

• Have a total commitment to provide the highest quality of service to those individuals I 
serve. 

• Have a continuing commitment to assess my own personal strengths, biases and 
effectiveness. 

• Strive to become and remain proficient in the performance of the work for which I was 
hired. 

• Act in accordance with the highest standards of integrity.  
• Seek assistance and advice on problems outside the recognized bounds of my 

competence. 
 
Responsibility to True Friends, I will: 

• Work to improve the effectiveness and efficiency of services provided by True Friends. 
• Act to prevent and eliminate discrimination in work assignments and in personnel 

policies or practices. 
• Use the resources of True Friends only for the purposes for which they were intended. 
• Fulfill any and all commitments made by me to True Friends. 
• Maintain respect for True Friends policies, procedures and management decisions and 

take the initiative toward improving them when it will better serve the best interests of 
our clients. 

• Support the integrity and reputation of True Friends. 
• Resign if I cannot maintain respect for True Friends policies, procedures, and 

management decisions and support the integrity and reputation of True Friends. 
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Data Privacy 
True Friends recognizes the right of each person receiving services from our organization to 
maintain confidentiality and data privacy.   
 
Private data includes all information on persons that has been gathered by this organization or 
from other sources for program purposes as contained in an individual data file, including their 
presence and status in this program.  Data is private if it is about individuals and is classified as 
private by state or federal law.  Access to this data will be limited.   
 
True Friends’ employees should provide and document notice of our organization’s data privacy 
policy, at the time of service initiation to our customers or to their legal representatives, as well 
as provide additional information regarding this data.  
 
True Friends will limit the access to this private information to those employees who have a 
specific work function need for the information.  This includes those employees whose work 
assignments reasonably require access to the data or those employees who are authorized by 
law to have access to the data.  Any written or verbal exchanges about a person’s private 
information by employees with other employees or any other persons should be done in such a 
way as to preserve confidentiality, protect data privacy, and respect the dignity of the person 
whose private data is being shared.  Doubts about the correctness of sharing information 
should be referred to the supervisor.  
 
Individuals or legal representatives have a right to access, review, request copies or challenge 
the accuracy or completeness of information contained in the individual record.  However, no 
individual, legal representative, employee, or anyone else may permanently remove or destroy 
any portion of a person’s record.  Case managers and foster care licensors will also be granted 
access to the records of persons served by the program. 
 
For additional information regarding data privacy, please refer to True Friends’ Data Privacy 
Policy or contact my supervisor or Human Resources.  
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Maltreatment of Minors Mandated Reporting and Internal Review 
It is the policy of True Friends to protect the children served by this organization whose health 
or welfare may be jeopardized through physical abuse, neglect or sexual abuse, as defined by 
the Maltreatment of Minors Act.  Also, to report any incidents to the appropriate agencies.  

 
If employees provide care to children served by True Friends, they are legally required or 
mandated to report and cannot shift the responsibility of reporting to their supervisor or to 
anyone else at their licensed facility.   If employees know or have reason to believe a child is 
being or has been neglected or physically or sexually abused within the preceding three years, 
they must immediately make a report to an outside agency.  Immediately means as soon as 
possible, within 24 hours. 
 
A report to an agency should contain enough information to identify the child involved, any 
persons responsible for the abuse or neglect (if known), and the nature and extent of the 
maltreatment and/or possible licensing violations.  For reports concerning suspected abuse or 
neglect occurring within True Friends, the report should include any actions taken by True 
Friends in response to the incident.  
 
An oral report of suspected abuse or neglect made to an outside agency by a mandated 
reporter must be followed by a written report to the same agency within 72 hours, exclusive of 
weekends and holidays. 
 
A mandated reporter who knows or has reason to believe a child is or has been neglected or 
physically or sexually abused and fails to report it is guilty of a misdemeanor.   

 
True Friends, as employer of any mandated reporter, must not retaliate against the mandated 
reporter for reports made in good faith, or against a child with respect to whom the report is 
made.  
 
When True Friends has reason to know that an internal or external report of alleged or 
suspected maltreatment has been made, True Friends will complete an internal review and take 
corrective action, if necessary, to protect the health and safety of children in care.  Based on the 
results of the internal review, True Friends will develop, document and implement a corrective 
action plan designed to correct lapses and prevent future lapses in performance by individuals 
or the license holder, if any. 
 
True Friends will provide training to all employee related to the mandated reporting 
responsibilities as specified in the Reporting of Maltreatment of Minors Act.  
For additional information regarding the maltreatment of minors mandated reporting and internal 
review, please refer to True Friends’ Maltreatment of Minors Mandated Reporting and Internal 
Review Policy or contact my supervisor or Human Resources.  
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Maltreatment of Vulnerable Adults Reporting and Internal Review 
It is the policy of True Friends to protect the vulnerable adults served by this organization. Also, 
to require the reporting of suspected maltreatment of vulnerable adults, as defined in the 
Minnesota Vulnerable Adults Protection Act. 

 
As mandated reporters, if employees know or suspect a vulnerable adult has been maltreated, 
they must report it immediately.  Immediately means as soon as possible, but no longer than 24 
hours from initial knowledge that the incident occurred.  Employees may make an external 
report to the Common Entry Point or local law enforcement or an internal report to a Director of 
Camping.  If this person is involved in the alleged or suspected maltreatment, employees 
should report it to the Senior Director of Compliance. 
  
If employees have reported internally, a Director of Camping or the Senior Director of 
Compliance will assume responsibility for deciding if the report must be forwarded to the 
Common Entry Point.  Employees should receive, within two working days, a written notice that 
tells them whether or not their report has been forwarded to the Common Entry Point.  The 
written notice should be given to the employee in a manner that protects their confidentiality as 
a reporter.  It shall inform them that if they are not satisfied with the action taken by the facility 
on whether to report the incident to the Common Entry Point, they may still make an external 
report to the Common Entry Point.  It should also inform them that they are protected against 
retaliation by the program if they make a good faith report to the Common Entry Point.  
 
An external or internal report should contain enough information to identify the vulnerable adult, 
the caregiver, the nature and extent of the suspected maltreatment, any evidence of previous 
maltreatment, the name and address of the reporter, the time, date and location of the incident, 
and any other information that the reporter believes might be helpful in investigating the 
suspected maltreatment.  
 
A mandated reporter who negligently or intentionally fails to report suspected maltreatment of a 
vulnerable adult is liable for damages caused by the failure to report. 
 
When True Friends has reason to know that an internal or external report of alleged or 
suspected maltreatment has been made, the program will complete an internal review and take 
corrective action, if necessary, to protect the health and safety of vulnerable adults. 

                
Based on the results of the internal review, True Friends will develop, document and implement 
a corrective action plan designed to correct lapses and prevent future lapses in performance by 
individuals or the license holder, if any. 
 
True Friends will provide an orientation to the internal and external reporting procedures to all 
persons receiving services.  The orientation will include the telephone number for the Common 
Entry Address.  The person’s legal representative must be notified of the orientation.  True 
Friends will provide this orientation for each new person within 24 hours of admission. For 
persons who would benefit from a later orientation, it may take place within 72 hours.  
 
True Friends shall ensure that each new mandated reporter receives an orientation within 72 
hours of first providing direct contact services to a vulnerable adult and annually thereafter.  
 
For additional information regarding the maltreatment of vulnerable adults reporting and internal 
review, please refer to True Friends’ Maltreatment of Vulnerable Adults Reporting and Internal 
Review Policy or contact my supervisor or Human Resources.  
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Prohibition against Retaliation 
It is the responsibility of all employees to report violations or suspected violations of ethics or of 
the law.  No employee who in good faith reports a violation shall suffer harassment, retaliation, 
or adverse employment consequence as a result of this report.  An employee who retaliates 
against someone who has reported a violation in good faith is subject to discipline, up to and 
including termination of employment.  True Friends encourages and enables employees and 
others to raise serious concerns within the organization prior to seeking resolution outside the 
organization. 
 
 
Outside Employment 
Employees are permitted to engage in outside work or to hold other jobs, subject to certain 
restrictions as outlined below.  
 
Activities and conduct away from the job must not compete with, conflict with or compromise the 
organizational interests, or adversely affect job performance and the ability to fulfill all job 
responsibilities.  Employees are prohibited from performing any services for customers on 
nonworking time that are normally performed by True Friends.  This prohibition also extends to 
the unauthorized use of any organizational tools or equipment and the unauthorized use or 
application of any confidential information.  In addition, employees are not to solicit or conduct 
any outside business during paid working time.  
 
Employees are cautioned to carefully consider the demands that additional work activity will 
create before accepting outside employment.  Outside employment will not be considered an 
excuse for poor job performance, absenteeism, tardiness, leaving early, refusal to travel or 
refusal to work additional or different hours.  If True Friends determines that an employee’s 
outside work interferes with performance, the employee may be asked to terminate the outside 
employment.  
 
Conflicts of Interest 
Employees must avoid any relationship or activity that might impair, or even appear to impair, 
their ability to make objective and fair decisions when performing their jobs.  At times, an 
employee may be faced with situations in which business actions taken on behalf of True 
Friends may conflict with the employee’s own personal interests.  Organizational property, 
information or business opportunities may not be used for personal gain. 
 
Conflicts of interest could arise in the following circumstances:  

• Being employed by, or acting as a consultant to, a competitor or potential competitor, 
supplier or contractor, regardless of the nature of the employment, while employed with 
True Friends. 

• Hiring or supervising family members, girlfriend/boyfriend or close friends. 
• Serving as a board member for an outside commercial company or organization. 
• Owning or having a substantial interest in a competitor, supplier or contractor. 
• Accepting gifts, discounts, favors or services from a customer/potential customer, 

competitor or supplier, unless equally available to all agency employees.  
 
If employees have a conflict of interest question or before engaging in any activity, transaction 
or relationship that might give rise to a conflict of interest, employees should seek review from 
their supervisor or Human Resources.   
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Attendance and Punctuality 
Employees are responsible for notifying their supervisor any time they are unable to work.      
 
Not reporting to work and not calling to report an absence is a no-call/no-show and is a serious 
matter.  A no call/no show lasting two days is considered job abandonment and will result in a 
voluntarily termination. 
 
Dress Code 
All employees are expected to be clean and wear clean, comfortable clothing appropriate for their 
position.  All employees and visitors must wear appropriate footwear at all times.  Footwear may 
vary by position. 
 
Employees are expected to avoid clothing that could be offensive or considered suggestive to 
others.  Examples of inappropriate attire include, but are not limited to:  
 

• Excessively short, tight, sheer, or revealing garments 
• Midriff-baring tops or bottoms 
• Low backs or necklines that are revealing 
• Tops with “spaghetti type straps” that do not cover bra straps 
• Clothing with offensive or inappropriate wording on it 
• Shorts that are not of a modest length 

 
Employee Housing 
Employees are responsible for maintaining a clean and hygienically sound living space. 
 
True Friends reserves the right to deny housing to any employee or to terminate the onsite 
living arrangement of any employee within the limits of the law. 
 
Information Security 
True Friends has equipment, machinery, software and computers throughout our organization.  
A large financial and personnel commitment is necessary to assure the proper functioning and 
repair of these components. Please exercise care and proper procedure when using these 
devices.  If employees discover hardware or software that appears to be damaged, defective, or 
in need of repair, they should notify their supervisor and the IT department immediately.  
Prompt reporting of problems can prevent further deterioration of equipment, and possible injury 
to themselves and others. Failure to comply with information security may lead to disciplinary 
action, up to and including termination of employment. 
 
All messages sent and received, including personal messages, and all data and information 
stored on True Friends technology resources are agency property regardless of the content.  
True Friends may, at its discretion, inspect all files or messages on its technology resources at 
any time for any reason.  True Friends may also monitor its technology resources at any time in 
order to determine compliance with its policies, for purposes of legal proceedings, to investigate 
misconduct, to locate information, or for any other business purpose. 
 
Electronic Communication and Internet Use  
Use of True Friends computer accounts is limited to True Friends authorized users such as 
employees, temporary workers, and contractors.  Authorized users are responsible for 
maintaining the security of their accounts and their passwords, and should take precaution to 
prevent unauthorized access to their computer data and resources by logging off when possible 
if their personal computer is unattended.  Unauthorized entry to an individual’s account or 
mailbox poses system security issues for other users.   
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The following guidelines have been established for using the Internet, agency-provided cell 
phones and e-mail in an appropriate, ethical, and professional manner: 
 

• Internet, agency-provided equipment (e.g., cell phones, laptops, and computers) and 
services may not be used for transmitting, retrieving or storing any communications of a 
defamatory, discriminatory, harassing or pornographic nature.  

 
• The following actions are forbidden: using disparaging, abusive, profane or offensive 

language; creating, viewing or displaying materials that might adversely or negatively 
reflect upon True Friends or be contrary to True Friends’ best interests; and engaging in 
any illegal activities, including piracy, cracking, extortion, blackmail, copyright 
infringement, and unauthorized access of any computers and agency-provided 
equipment such as cell phones and laptops. 

 
• Employees may not copy, retrieve, modify or forward copyrighted materials, except with 

permission or as a single copy to reference only. 
 

• Employees should not open suspicious e-mails, pop-ups or downloads.  Contact IT with 
any questions or concerns to reduce the release of viruses or to contain viruses 
immediately. 

 
• Internal and external e-mails are considered business records and may be subject to 

discovery in the event of litigation.  Be aware of this possibility when sending e-mail 
within and outside the organization. 

 
Right to Monitor  
All agency-supplied technology and agency-related work records belong to the organization and 
not to the employee.  True Friends routinely monitors use of agency-supplied technology. 
Inappropriate or illegal use or communications may be subject to disciplinary action up to and 
including termination of employment.  
 
Acceptable Use for Social Media 
Employees may not post financial, confidential, sensitive or proprietary information about the 
organization, customers, employees or applicants.  This includes not posting any photographs 
of our individuals/customers on the Internet without permission.    
 
Employees may not post obscenities, slurs or personal attacks that can damage the reputation 
of the organization, customers, employees, or applicants. True Friends may monitor content on 
the Internet.  Policy violations may result in discipline up to and including termination of 
employment.  
 
For additional technology information, please see the True Friends Technology Use Policies. 
 
Cell Phone and Camera Use 
During working hours, employees are asked to have personal cell phones turned off and kept in 
an employee locker or employee room. Cell phones may not be used as a means of telling time. 
Employees are required to wear a wrist watch as part of their employee uniform. Use of cell 
phones will be permitted when the employee is on his/her time off, and after participants are 
asleep or after 9 p.m., whichever is later. Employees are asked to not accept incoming calls 
after 11 p.m., including at weekends. Calls should be made and received in non-public areas. 
Cameras and cell phones with cameras are not to be used in private areas such as bathrooms, 
shower areas or bedrooms.  
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Headphones/Ear buds – Overnight expectations 
During working hours, employees are asked to have personal listening devices turned off and 
stored in a secure place. Employees are discouraged from using devices during sleeping hours; 
this may affect their ability to hear in case of an emergency. If employees need a listening 
device while they sleep, only one ear may be covered. The other ear must remain uncovered in 
order to hear their surroundings. Music should be kept at a volume low enough to ensure 
employees in the surrounding area cannot hear it.  
 
Payment of Wages 
Payment of wages shall be made on an every other week basis, on Fridays.  
 
Non-Wage One-Time Payments 
True Friends offers non-wage related one-time payment opportunities for employees, with 
conditions.   
 
Early Signing Plan 
Who does this apply to? 
An employee who is returning to work for True Friends, and commits to working a minimum 7 
weeks during the summer season (May – Aug).  
 
Early Signing Payment Structure (*if the employee signs their Offer Letter by the date listed below): 

o October 31st: $500.00 
o January 15th: $300.00 
o March 15th: $100.00 

 
True Friends Employee Savings Plan 
Who does this apply to? 
An employee who is a Resident or Citizen of the United States of America.  
 
Requirements. The Employee: 

• Will complete an end of program survey by the given date within the survey 
• Is a live-in resident camp employee  

 
Payment Dates & Overarching Terms 
You will typically receive payment no later than 30 days after the last day you served in a True 
Friends program.  
 
For an employee to receive Non-Wage one-time Payments they must be in good standing for 
rehire, have completed their original Offer Letter and have completed a residential position with 
True Friends.  
 
Employee Self-Service (Payroll Records) 
Payentry.com provides True Friends employees with a self-service interface to view their personal 
information.  Employees can easily view their contact information, PTO accruals, department and 
position, earnings and direct deposits, plus view and print prior check stubs.  CBIZems.com 
access is set up during the initial orientation of a new True Friends employee. Current employees, 
who would like help using CBIZems.com, may contact Human Resources for assistance. 
 
 
Safety Overview  
It is the responsibility of each employee to conduct all tasks in a safe and efficient manner 
complying with all local, state and federal safety and health regulations and program standards, 
and with any special safety concerns for use in a particular area or with a customer.  
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Furthermore, management requires that every person in the organization assumes the 
responsibility of individual and organizational safety.  Failure to follow organizational safety and 
health guidelines or engaging in conduct that places the employee, customers or agency 
property at risk can lead to employee disciplinary action, up to and including termination.  
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Injury Management  
 

Injury Management Policy - Worker’s Compensation 
 
A. Who is covered under Worker’s Compensation? 

a. All full, part-time, temporary or seasonal employees are covered under Worker's 
Compensation for work-related injury or disease (does not include common cold/flu but 
does cover mumps, chicken pox and other contagious diseases). 

b. Volunteers are not covered under Worker's compensation. All volunteers should 
complete a health history form which provides information regarding volunteer's health 
insurance.   

c. If a volunteer has a work-related injury or disease, the volunteer should complete a 
First Report of Injury/Supervisor Report of Accident (internal form). Medical bills should 
be submitted to the volunteer's medical insurance. 

i. NOTE:  Any injury which is the result of horseplay will not be covered. 
 
B. What to do? 
 
Step 1: Seek proper care.  Report to the health center or request the on-site nurse for first aid, if 
needed.  For an emergency, call 911 or get the employee to an emergency care facility.   
 
Step 2: Report any work-related injury or disease to your supervisor as soon as possible, even 
if the injury seems minor.  Employees must report the incident within 24 hours and each 
employee should report an injury prior to seeking medical attention.   
 
Step 3: Complete a First Report of Injury form, as soon as the injury occurs, you and your 
supervisor must call SFM’s Work Injury Hotline at 1-855-675-3501 and complete a first report of 
injury form via phone. If needed, our 2016 policy number with SFM is 17367.215. Please be as 
accurate and complete as possible  -- reports that lack vital information or are too vague to 
determine whether the injury is compensable may result in no benefits.  For example, 
“Employee fell” is not enough information to determine if the employee is entitled to benefits.  
Please be descriptive, but concise. 
 
For a non-emergency, the supervisor will suggest the employee go to a clinic that True Friends 
has an established relationship with.  The employee will be provided with a Worker’s 
Compensation Insurance Identification card which has all of the information the clinic needs.  All 
work-related medical bills must be sent to the address on the card.   
 
The supervisor should provide any medical documentation that the employee receives to the 
Human Resources department immediately so it can be reported to the Worker’s compensation 
provider.  (Fatal or catastrophic injuries must be reported to the provider within 24 hours.) 
 
Step 4:  Investigate the accident.  The employee’s direct supervisor must investigate all 
accidents and document the following information: 

A. Actual cause of the work-related injury 
B. Corrective action to prevent reoccurrence 
C. Notification of other employees for safety 
D. Identify any restrictions placed on the employee because of work-related injury 
E. Identify if a transitional, modified, or light duty job is required for employee.  

 
Completed information should be turned into Human Resources who will decide if any incidents 
or information need follow-up. 
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Prevention of Violence in the Workplace 
All employees, customers, vendors and business associates must be treated with courtesy and 
respect at all times.  Employees are expected to refrain from conduct that may be dangerous to 
others.  
Conduct that threatens, intimidates or coerces another employee, customer, vendor or business 
associate will not be tolerated.  True Friends resources may not be used to threaten, stalk or 
harass anyone inside or outside the workplace. 
Indirect or direct threats of violence, incidents of actual violence and suspicious individuals or 
activities at True Friends should be reported as soon as possible to a supervisor, Human 
Resources, or any member of the Senior Leadership Team.  When reporting a threat or incident 
of violence, the employee should be as specific and detailed as possible.  Employees should 
not place themselves in peril, nor should they attempt to intercede during an incident. 
Employees should promptly inform Human Resource of any protective or restraining order that 
they have obtained that lists the workplace as a protected area.  Employees are encouraged to 
report safety concerns with regard to intimate partner violence.  True Friends will not retaliate 
against employees making good-faith reports.  True Friends is committed to supporting victims 
of intimate partner violence.  
 
True Friends will promptly and thoroughly investigate all reports of threats of violence or 
incidents of actual violence and of suspicious individuals or activities.  The identity of the 
individual making a report will be protected as much as possible.  True Friends will not retaliate 
against employees making good-faith reports of violence, threats or suspicious individuals or 
activities.  In order to maintain workplace safety and the integrity of its investigation, True 
Friends may suspend employees suspected of workplace violence or threats of violence, either 
with or without pay, pending an investigation. 
 
Anyone found to be responsible for threats of or actual violence or other conduct that is in 
violation of these guidelines will be subject to prompt disciplinary action up to and including 
termination of employment. 
 
True Friends encourages employees to bring their disputes to the attention of their supervisors 
or Human Resources before the situation escalates.  True Friends will not discipline employees 
for raising such concerns. 
 
 
Weapons-Free Work Place 
True Friends does not allow the use of firearms, ammunition, or weapons on the property. 
 
At no time will hunters be allowed to enter the premises with firearms.  Hunters may receive 
written permission to track a wounded animal on True Friends property.  Tracking must be done 
without firearms.  Hunters must possess written permission when tracking on the property and 
must present written permission when requested by an employee.  If the hunter is unable to 
present written permission, he/she will be requested to leave property.  If the hunter refuses, the 
employee should contact local law enforcement and have the trespasser removed. 
 
If an injured animal is found on property, the local sheriff or DNR officer must be contacted to 
destroy the animal. 
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Drug and Alcohol-Free Workplace 
True Friends views the use of illegal drugs and the misuse of legal drugs and alcohol as a 
source of danger for our customers and employees, and a threat to the organization’s goal of 
maintaining a productive and safe work environment.  Employees, subcontractors and 
volunteers may not have drug paraphernalia or use, possess, manufacture, distribute, sell or be 
under the influence of drugs or alcohol while on the premises of True Friends. These actions 
are not allowed while conducting business-related activities off the premises of True Friends, or 
while using machinery, equipment, agency vehicles or a personal vehicle while working.   
 
Prescribed drugs are permitted on the job only if they do not impair an employee’s ability to 
perform his/her job safely and effectively.  Employees taking a prescribed medication must 
carry it in the container labeled by a licensed pharmacist or be prepared to produce it if asked. 
 
Disciplinary action for those found to be under reasonable suspicion of using drugs or alcohol 
may include, but is not limited to, a written warning, transfer to another position and/or 
department, suspension, termination or any combination of these disciplinary actions. 
Factors that may indicate reasonable suspicion include, but are not limited to, smelling of 
alcohol, confused or slurred speech, difficulty maintaining balance, stumbling, bloodshot or 
glassy eyes, bizarre behavior, lack of coordination, confused behavior or difficulty in staying 
awake or maintaining focus.  Reasonable suspicion may also be based on information from a 
reliable and trustworthy individual. 
 
Any employee convicted of criminal drug use or activity must notify Human Resources, no more 
than five days after the conviction.  Criminal conviction for the sale of narcotics, illegal drugs, or 
controlled substances will result in corrective action, up to and including termination. 
 
The legal drinking age in Minnesota is 21 years of age.  Employees not abiding by this law are 
subject to corrective action, up to and including termination.  Law enforcement will be notified 
when appropriate. 
 
As always, True Friends may inspect agency property for drugs or non-approved alcohol, 
including an employee’s work area, office, desk, agency-owned or leased vehicle, onsite 
housing and similar areas. 
 
For additional information regarding drugs and alcohol in the workplace, please refer to True 
Friends’ Drug and Alcohol Policy, Reasonable Suspicion Policy, Reasonable Suspicion 
Checklist or contact Human Resources.  
 
Smoke-Free Workplace 
True Friends promotes a smoke-free environment.  Smoking is only allowed in the designated area 
for each program.  There is no smoking allowed in any agency building, tent or accommodations 
that might be used within a program (e.g. a hotel room).  There is no smoking allowed in any 
agency vehicle whether owned, leased or rented by True Friends.  It should also be noted that 
smoking in any wooded area is a fire hazard and is not allowed.  The use of tobacco products by 
minors, those under the age of 21, is illegal in the state of Minnesota.  Smoking by those under the 
age of 21, whether they are employees or customers, is prohibited. 
 
Adverse Weather Conditions  
True Friends recognizes that some employees may not be able to drive to work due to adverse 
weather conditions.  Adverse weather conditions can include, but are not limited to, winter storm 
warnings, blizzards, floods, tornados, severe thunder storm warnings and any other weather 
condition related to closing of access points which will not allow an employee to safely arrive to 
their workplace. 
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Employees who are unable to get to work safely are required to inform their supervisor and ask 
their supervisor to record their absence on the agency calendar.     
 
Working with Volunteers  
All volunteers for resident camp will be assigned to help in a cabin / activities area. Volunteers 
will know their cabin / activities assignment before the individuals arrive. Employee are 
responsible for providing immediate direction to volunteers and employee decisions supersede 
volunteers’ decisions without question.  
 
Canteen or Camp Store Purchases  
Purchases at the canteen may be made on a cash basis or employee may charge purchases and 
have the charges deducted from their paychecks.  Generally charges are not accepted during the 
last week or two of camp.  The store is operated by a employee assigned to work in this area.  
 
Laundry 
Employees may use laundry facilities for personal use during times that will not impact the 
program. Employees must furnish their own laundry soap. Employees should follow these 
policies when using laundry facilities:  

A. The commercial washer and dryer are for laundry employee use only. 
B. Read all machine instructions carefully and do not overload washers. 
C. Clean out and wipe off machines. 
D. Empty lint trap in dryers after use. 
E. Remove all laundry, bleach, soap from the area. The agency is not responsible for 

articles left behind. 
 
Employee Lounge 
There is an employee lounge at each Location. The lounge cleanliness is the responsibility of 
each employee using the area. These areas must be cleaned before the end of the program 
session.   
 
Team Meetings 
Employees, with the exception of those given a special exemption from the manager/supervisor, 
are expected to attend every scheduled team meeting related to their position. 
 
Employee Personal Property 
True Friends is not responsible for any personal equipment brought to camp by employees. The 
agency requests that personal items be stored in a locked area when not in use 
  
Personal Vehicles 
Employee vehicles may be parked in a lot specified for employee parking area.  Participants are 
not allowed in employee cars. True Friends requests that vehicles be kept locked with keys 
removed at all times.  The agency is not responsible for vandalism to employee’s vehicles when 
parked on the property. 
 
Time-off 
Employees are on duty on the last day of each session until all of the designated tasks are 
completed, such as client check out is completed, cabins are clean, program areas organized and 
the closing employee meeting completed.  Employees working with the resident camp program are 
welcome to stay at camp during weekends and time off.  Meals are available at camp on the 
weekends for employee as well as during the week.  Employees must be ready to work by the 
designated time on the first day of each session. 
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Generally employees will begin work from Sunday morning and will complete their workweek on 
Friday evening. There may be employee training or special circumstances that may lengthen or 
decrease these times. 
 
Every employee will be given time-off within each session. You will be notified when this time off 
will occur at the start of each session. Housekeeping and Food Service Support Employees take 
time off each day, when they are not expected to perform housekeeping or food service duties. 
This schedule is determined by the Director of Food Service or Housekeeping.  

  
Employees who are not on designated time-off or not on duty in the cabin (during rest hour and 
evenings after participants are in bed) may leave their cabin, but must remain on camp grounds.  
These times should be used in a manner that does not disturb participants or other employees.   
The cabin group is always to be supervised by senior employees.  
 
An employee may request to take off a non-paid personal day from work upon approval of their 
supervisor. For live-in seasonal resident camp employees, paid sick leave is allowed on the basis 
of one full work day of sick leave for every four weeks of service.  
 
All employees must be ready to work by the designated start time of each program. 
 
Sign-in / Sign-out - If you are off grounds for any reason you must sign out.  You will be notified of 
the location of the sign out sheet during your orientation to the site you are working at. Make sure 
you sign-in when you return.   
 
Visitors 
If an employee has family/friends who wish to visit, the employee needs to arrange the visit through 
their supervisor at least 48 hours in advance. Overnight guests are not permitted in shared sleeping 
spaces.  
 
Open Door Policy 
It is the policy of True Friends to maintain open communication with employees.  Active 
employees should use the following suggested guidelines for handling problems or concerns.   
These guidelines are intended to reflect True Friends’ open door practice and to promote 
understanding and communication.  They are not intended to change the at-will nature of 
employment, nor are they intended to create a grievance procedure or any right or expectation 
to continuing employment or condition of employment with True Friends in any capacity.   
 
Employees may discuss any problem or concern that they have with their supervisor.   
If the problem or concern relates to the employee’s supervisor or the employee feels that the 
concern was not satisfactorily resolved by his/her supervisor, the employee may bring the 
concern to the departmental Director or Senior Director.  If the problem or concern relates to the 
departmental Director or Senior Director or if the employee does not believe that the concern 
has been satisfactorily resolved by the departmental Director or Senior Director, the employee 
may bring his/her concern to Human Resources or to the President.  Problems or concerns 
addressed to the President should be presented in writing within 10 days of any occurrence.  
The decision of the President shall be considered final and binding on all parties.   
 
Employees are responsible for bringing problems and complaints concerning their well-being to 
the attention of their supervisor or following the steps outlined above. 
 
All employee problems and concerns should be handled with discretion and confidentiality.  
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Mail 
Personal mail should be placed in outgoing mailbox located in the program center or dining hall. 
Stamps may be purchased at the canteen during posted hours. Incoming mail will be delivered 
to employees by leadership staff; please denote ‘STAFF’ in brackets beside their name.  
All camp addresses are listed on the maps pages/online.  
 
 
Gate Policy (Camp Friendship only) 
During the summer resident camp program, each gate around camp’s perimeter is secured. 
These gates are kept locked at all times, with the locks set on “0000” as a precaution to help 
ensure individuals are kept safe. Summer camp program leaders will check all gates each 
evening at around 10 p.m. (Sunday through Thursday).  
 
If any gate at any time is left open or the lock is not set on “0000,” summer camp leadership 
staff will do a ‘cabin count’ to ensure all individuals are present. A ‘cabin count’ involves 
checking in with each cabin group, regardless of their location.  If you find a gate is open or the 
lock is not on “0000,” you must immediately find a summer leadership employee or use the two 
way radio in the lodge office to notify summer leadership employee of the situation. Please be 
sure to check the lock carefully to ensure that it is set on “0000” as you open and close the 
gate. 
 
The following are exceptions: 

• During typical office hours, Monday – Friday. Upon arrival at work, a designated 
administrative employee will leave the walk through gate between the parking lot and 
the Program Center unlocked (with the lock hanging on the gate, yet still ‘zeroed’) at 
around 8 a.m. The same designated employee will lock the gate upon leaving at around 
4:30 p.m. Any employee may leave the gate unlocked from 8 a.m. - 4:30 p.m. 
 

• During the weekends after resident individuals have left. The gate will not be locked at 
4:30 p.m. on Friday and will remain unlocked until around 1 p.m. on Sunday, when 
program leaders will check all gates around the perimeter of camp.  
 

• The gate on Uncle Fogy’s side of the street will remain open, unless there are campouts 
in the woods. If there is a campout, the gate will be locked by a leadership or health care 
member of employee as they return to camp after checking with the campout group. 
 

• The combination to the lock should only be given to trusted individuals on a need-to-
know basis. If a visitor comes to camp and the gate is typically locked at this time, it is 
expected that a employee will greet that visitor at the gate and open it for them and 
accompany them upon departure, locking the gate when they leave.  

 
If a visitor arrives at camp, regardless of the gate being locked or unlocked, when a TF 
employee sees someone come to camp that is not an employee, they need to greet the visitor 
and ask them who they are here to see.  The visitor needs to come to the lodge to sign in to the 
visitors log and get a name tag.  Even if the visitor is familiar with camp and where the TF 
employee is located that they are visiting, they need to sign in as a visitor. You or another 
employee can accompany them to their destination.  Visitor should always be accompanied by 
an employee.  For the visitor that is not familiar with camp, the TF employee should walk the 
visitor to the lodge and get them signed in with a name tag.  If the visitor is at camp to see a 
camper, please contact a Program Manager or Cabin Coordinator. Once the PM or CC arrives, 
they will take care of the visitor. In some cases, there are families who have asked that we not 
allow other family members to visit. The PM and CC will be familiar with who these campers are 
and will take appropriate action.  



TRUE FRIENDS | 34  
 

A Closing Note 
 
Campers are the reason the True Friends’ family exists. Being a forever family member will 
challenge you in new ways and will provide you with a fun and rewarding summer experience.  
Many of our members learn their career path, become a better teacher, nurse, doctor, camp 
director, social worker, parent, world citizen and much more.  
 
You will often hear “Camp is for the Camper.”  We are here to support them and their 
caregivers.  We look forward to welcoming you into our family.  If you have any questions 
regarding information in this book, please contact your supervisor.  
 
  



TRUE FRIENDS | 35  
 

Welcome to Holland 
 
I am often asked to describe the experience of raising a child with disability - to try to 
help people who have not shared that unique experience to imagine how it would feel.  
It is like this...  
 
When you're going to have a baby, it is like planning a fabulous vacation trip - to Italy. 
You buy a bunch of guidebooks and make your wonderful plans. The Coliseum. The 
Michelangelo David. The Gondolas of Venice. You may learn some handy phrases in 
Italian. It is all very exciting. 
 
After months of anticipation, the day finally arrives. You pack your bag and off you go. 
Several hours later the plane lands. The stewardess comes in and says, 'Welcome to 
Holland'. 'Holland?’ you say. 'What do you mean Holland? I signed up for Italy!!! I am 
supposed to be in Italy. All my life I have dreamed of going to Italy! ' 
 
But there has been a change in flight plan, they have landed in Holland and there you 
must stay. The important thing is that they have not taken you to a horrible, disgusting, 
filthy place, full of pestilence, famine and disease. It is just a different place. 
 
So you must go out and buy new guidebooks. And you must learn a new language. And 
you will meet a whole new group of people you would never have met before. It is just a 
different place. It's slower paced than Italy. It's less flashy than Italy. But after you have 
been there for a while and you catch your breath, you look around and you begin to 
notice that Holland has windmills, Holland has tulips, and Holland even has 
Rembrandts. 
 
But everyone you know is busy coming and going from Italy and they are all bragging 
about what a wonderful time they had there. And for the rest of your life you will say, 
'Yes, that is where I was supposed to go, that's where I had planned.’ 
 
And the pain of that will never, ever go away, because the loss of that dream is a very 
significant loss, but if you spend your life mourning the fact that you didn't go to Italy, 
you may never be free to enjoy the very special, the very lovely things about Holland.  
 
Written by Emily Perl Kingsley (in 1987) 
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Helpful Information on Various Disabilities Served at True 
Friends 

 
Introduction to Developmental and Intellectual Disabilities  
 
What is the definition of developmental disabilities (DD)? 
 
According to the Developmental Disabilities Act (Pub. L. 106-402), the term developmental 
disability means a severe, chronic disability that: 

1. is attributable to a mental or physical impairment or a combination of those 
impairments; 

2. occurs before the individual reaches age 22; 
3. is likely to continue indefinitely; 
4. results in substantial functional limitations in three or more of the following areas of 

major life activity: (i) self care, (ii) receptive and expressive language, (iii) learning, 
(iv) mobility, (v) self-direction, (vi) capacity for independent living, and (vii) economic 
self-sufficiency; and 

5. reflects the individual's need for a combination and sequence of special, 
interdisciplinary, or generic services, individualized supports, or other forms of 
assistance that are of lifelong or extended duration and are individually planned and 
coordinated. 

Before the age of ten, an infant or child with developmental delays may be considered 
developmentally disabled if his or her disabilities are likely to meet the above criteria without 
intervention. 
 
What is an intellectual disability?  
The definition used most often in the United States is from the American Association on 
Intellectual and Developmental Disabilities (AAIDD). According to AAIDD, intellectual disability 
is a disability that occurs before age 18. It is characterized by significant limitations in 
intellectual functioning and adaptive behavior as expressed in conceptual, social and practical 
adaptive skills. It is diagnosed through the use of standardized tests of intelligence and adaptive 
behavior. AAIDD points out that both functioning and adaptive behavior are affected positively 
by individualized supports (AAIDD, 2009).     
 
What is intelligence? 
Intelligence refers to a general mental capability. It involves the ability to reason, plan, solve 
problems, think abstractly, comprehend complex ideas, learn quickly, and learn from 
experience. Intelligence is represented by Intelligent Quotient (IQ) scores obtained from 
standardized tests given by trained professionals. Intellectual disability is generally thought to 
be present if an individual has an IQ test score of approximately 70 or below (AAIDD, 2009). 
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What is adaptive behavior? 
Adaptive behavior is the collection of conceptual, social and practical skills that have been 
learned by people in order to function in their everyday lives. Significant limitations in adaptive 
behavior impact a person’s daily life and affect the ability to respond to a particular situation or 
to the environment. Limitations like the following can be determined by using standardized 
tests:  

• Conceptual skills: receptive and expressive language, reading and writing, money 
concepts, self-direction. 

• Social skills:  interpersonal, responsibility, self-esteem, is not gullible or naive, follows 
rules, obeys laws, avoids victimization. 

• Practical skills:  personal activities of daily living such as eating, dressing, mobility and 
toileting; instrumental activities of daily living such as preparing meals, taking 
medication, using the telephone, managing money, using transportation and doing 
housekeeping activities; occupational skills; maintaining a safe environment. 

 
How does having an intellectual disability affect individuals? 
The effects of these disabilities vary considerably among people who have them, just as the 
range of abilities varies considerably among all people. Children may take longer to learn to 
speak, walk and take care of their personal needs, such as dressing or eating. People may take 
longer learning in school. As adults, many people will be able to lead independent lives in the 
community without paid supports. A small percentage will have serious, lifelong limitations in 
functioning. However, with early intervention, an appropriate education and supports as an 
adult, all can lead satisfying lives in the community.  
 
How can supports help? 
Supports include the resources and individual strategies necessary to promote the 
development, education, interests, and well-being of a person. Supports enhance individual 
functioning. Supports can come from family, friends and community or from a service system. 
Job coaching is an example of a support provided by a service system. Supports can also be 
provided by a parent, sibling, friend, teacher or any other person, such as a co-worker who 
provides a little extra support to someone on the job. Supports can be provided in many 
settings, and a “setting” or location by itself is not a support. 
 
How does the Developmental Disability definition compare with the AAIDD definition of 
intellectual disability? 
The major differences are in the age of onset, the severity of limitations, and the fact that the 
developmental disability definition does not refer to an IQ requirement. Many individuals with 
intellectual disability will also meet the definition of developmental disability. However, it is 
estimated that at least half of individuals with intellectual disability will not meet the functional 
limitation requirement in the Developmental Disability definition. The Developmental Disability 
definition requires substantial functional limitations in three or more areas of major life activity. 
The intellectual disability definition requires significant limitations in one area of adaptive 
behavior. 
 
What is meant by related developmental disabilities? 
We are referring to individuals with cerebral palsy, epilepsy, developmental delay, autism and 
autism spectrum disorders, fetal alcohol syndrome (or FASD) or any of hundreds of specific 
syndromes and neurological conditions that can result in impairment of general intellectual 
functioning or adaptive behavior similar to that of a person with intellectual disabilities. 
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How many people are affected by intellectual disabilities? 
An estimated 4.6 million Americans have an intellectual or developmental disability (Larson, 
2000). Prevalence studies may not identify all people with intellectual disabilities. People, 
including parents and professionals throughout the U.S., report that they are aware the label 
“mental retardation” can bring offense, and for this reason they avoid its use. Many school age 
children receive a diagnosis of learning disability, developmental delay, behavior disorder, or 
autism instead of intellectual disability. Many adults who technically could be said to have an 
intellectual disability live independent, productive lives and avoid all labels. Their success and 
their lack of functional limitations may mean that they are not included in studies that count the 
number of adults who have cognitive, intellectual or related developmental disabilities.   
 
Is it necessary to continue to use the term “mental retardation?” 
True Friends uses the terms Developmental or Intellectual Disability, rather than mental 
retardation. 
We engage person first language as much as possible and hope that one day, everyone will be 
known by their name, not by a label.  We support children and adults with intellectual and 
developmental disabilities and their caregivers. The term “mental retardation” is offensive to 
many people.  
 
About Developmental Disabilities  
Millions of individuals in the United States have developmental disabilities. A developmental 
disability, according to the Bill of Rights Act, is defined as a severe, chronic disability which: 

• originated at birth or during childhood, 
• is expected to continue indefinitely, and 
• substantially restricts the individuals functioning in several major life activities. 

 
More specifically, a developmental disability is a severe, chronic disability which: 

• is a combination of or attributable to  mental or physical impairments; 
• is manifested before the person reaches the age of 22; 
• results in substantial functional limitations in three or more of the following areas of 

major life activity: 
• self-care 
• receptive and expressive language 
• learning  
• mobility 
• self-direction 
• capacity for independent living, and 
• economic self-sufficiency; 
• reflects the person’s need for a combination and sequence of special, interdisciplinary, 

or generic care, treatment, or other services which are lifelong or extended duration and 
are individually planned and coordinated; 

• except that such term when applied to infants and young children means individuals 
from birth to five, inclusive, who have substantial developmental delay or specific 
congenital or acquired conditions with a high probability of resulting in developmental 
disabilities if services are not provided 

 
What do people with developmental disabilities want? 
“We all want the same basic things out of life: a decent and comfortable place to call ‘home,’ 
something meaningful to do during the day, some close friends with whom to share the good 
times and from whom we receive support in the difficult times, and the opportunity to make our 
own decisions about things that will affect our personal lives.” 
Excerpted from “Home, Sweet Home” by Susan L. Babin, IMPACT. 
 
What is High Functioning Autism (previously known as Asperger Syndrome)? 
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High Functioning Autism is one of five Pervasive Development Disorders (PDDs), which also 
includes autism, Rett's Syndrome, Childhood Disintegrative Disorder, and PDD-Not Otherwise 
Specified (PDD-NOS). PDDs are a category of neurologically-based disorders that have a 
range of delays in different developmental stages. 
 
High Functioning Autism was first described in the 1940s by Viennese pediatrician Hans 
Asperger.  He observed autistic-like behaviors and difficulties with social and communication 
skills in boys who had normal intelligence and language development. Many professionals felt 
High Functioning Autism was simply a milder form of autism and used the term "high-
functioning autism" to describe these individuals. Professor Uta Frith, with the Institute of 
Cognitive Neuroscience of University College London and author of Autism and Asperger 
Syndrome, describes individuals with High Functioning Autism as "having a dash of Autism." 
High Functioning Autism was added to the American Psychiatric Association's Diagnostic and 
Statistical Manual of Mental Disorders (DSM-IV) in 1994 as a separate disorder from autism. 
However, there are still many professionals who consider High Functioning Autism a less 
severe form of autism. 
 
What distinguishes High Functioning Autism from autism is the severity of the symptoms and 
the absence of language delays. Children with High Functioning Autism may be only mildly 
affected and frequently have good language and cognitive skills. To the untrained observer, a 
child with High Functioning Autism may just seem different. 
 
Children with autism are frequently seen as aloof and uninterested in others. This is not the 
case with High Functioning Autism. Individuals with High Functioning Autism usually want to fit 
in and have interaction with others; they simply don't know how to do it. They may be socially 
awkward, not understanding conventional social rules, or may show a lack of empathy. They 
may have limited eye contact, seem to be unengaged in a conversation, and not understand the 
use of gestures. 
Interests in a particular subject may border on the obsessive. Children with High Functioning 
Autism frequently like to collect categories of things, such as rocks or bottle caps. They may be 
proficient in knowing categories of information, such as baseball statistics or Latin names of 
flowers. While they may have good rote memory skills, they have difficulty with abstract 
concepts. 
 
One of the major differences between High Functioning Autism and autism is that, by definition, 
there is no speech delay in High Functioning Autism. In fact, children with High Functioning 
Autism frequently have good language skills; they simply use language in different ways. 
Speech patterns may be unusual, lacking inflection or having a rhythmic nature. Speech may be 
formal and too loud or high pitched. Children with High Functioning Autism may not understand 
the subtleties of language, such as irony and humor, or may not understand the give and take 
nature of a conversation. 
Another distinction between High Functioning Autism and autism concerns cognitive ability. 
While some individuals with Autism experience intellectual disabilities, by definition a person 
with High Functioning Autism cannot possess a "clinically significant" cognitive delay. This does 
not imply that all individuals with autism have intellectual disabilities. Some do and some do not, 
but a person with High Functioning Autism possesses average to above average intelligence. 
While motor difficulties are not a specific criteria, children with High Functioning Autism 
frequently have motor skill delays and may appear clumsy or awkward.  * Information from 
Autism Society of America. 
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What is ATTENTION DEFICIT HYPERACTIVE DISORDER ADHD or ADD? 
AD/HD is primarily associated with impulsive and hyperactive behavior.  The person who has 
AD/HD will usually have a short attention span; for example a child may not always have the 
patience to finish his schoolwork.  Disorganization and forgetfulness rather than defiance or 
resistance to authority is symptomatic of children who have AD/HD.  The term ADD is not 
commonly used currently.   
 
No one therapy or treatment will alleviate AD/HD symptoms in a child.  Rather it is a 
combination of tools and positive intervention that can make remarkable difference in these 
children. 
 
Emotional and Social Support 
Children with AD/HD need emotional and social support.  Because they can be “challenging” to 
both adults and other children, their self-esteem can run rather low. Here are some ideas for 
providing support and encouraging more desirable behaviors in children who have AD/HD. 
• Identify the child’s strengths and talents, rather than always pointing out their shortcomings.  

Many kids with AD/HD are creative and talented and these qualities should be nurtured as 
much as possible. 

• Encourage participation and co-operative groupings instead of a focus on winning or losing. 
• Give the same amount of energy discussing successful and positive accomplishments as  

well as reminding them of the rules and goals. 
• Talk about how better decisions could have been made if a situation gets out of control and 

end the conversation on an up-beat note. 
• One of the most successful techniques for those with AD/HD is catching someone in the act 

of doing something good.  When positive behavior is identified it is more likely to be 
repeated. 

• Two techniques that work well also when a situation is escalating are physical workouts or 
baths.  So a trip to the gym might be a good idea.  The exertion and change in environment 
will stop the downward emotional spiral. 

• Being clear about rewards and punishments and then being consistent in applying them 
may help lead to more desirable behaviors. 

• An incentive may be needed for a more desirable behavior to occur.  The reward for 
exhibiting the desired behavior must outweigh the reward for exhibiting the undesirable 
behavior.  Rewards must be immediate. 

• If punishment must be used, then the most effective way of doing this is withdrawal of 
privileges or timeouts.  However, these must be used sparingly as they are not very good 
motivators for behavioral change. 

 
What is AUTISM? 
Autism is a kind of brain disorder that causes people to experience the world differently from the 
way most other people do.  Those differences make it difficult for people with autism to 
communicate with others and react to things in the way that others do.  When someone smiles, 
for instance, a person without autism knows that the smiling person is happy or being friendly.  
People with autism have trouble connecting person’s gestures to their emotions.  It is difficult 
also for people with autism to link words with their meaning and therefore at times have trouble 
understanding and making sense of what other people are saying.  Furthermore, they cannot 
always find the words they need to express themselves.   
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Autism creates a confusing world of senses.  Quiet sounds may be loud and distracting to 
people who have autism.  A sudden noise could be terrifying.  A person’s touch may set off a 
wave of strong sensations.  This disorder makes some people behave differently.  Some flap 
their hands, or say certain words over and over again, some have temper tantrums or only play 
with certain toys.  Most people with autism don’t like changes in environment and routines, they 
like a schedule to run with.  They tend to keep to themselves and many cannot communicate 
without special help. 
 
TREATMENT: 
There is no cure for autism, but doctors, therapists and special teachers can help people with 
autism adjust to many difficulties.  The earlier someone starts treatment for autism the better.  
Most people understand words better by seeing them, so therapists teach them how to 
communicate by pointing or using pictures or sign language.  That makes learning other things 
easier and eventually many people/kids with autism learn to talk.  Most people with autism need 
calmer, more orderly surroundings.  Tantrums or breakdowns usually occur because of sensory 
overload. 
 
There is a myth about people who have autism.  It suggests that people with this disorder are 
unloving, unemotional and have no feelings.  While they may not show them in the traditional 
way, they certainly have them and parents and others who take the time to notice become very 
good at picking up on the ways autistic people show their emotions and love. 
 
 
 
What is CEREBRL PALSY? 
Cerebral palsy is a disorder of movement, muscle tone or posture that is caused by injury or 
abnormal development in the immature brain, most often before birth.  
Signs and symptoms appear during infancy or preschool years. In general, cerebral palsy 
causes impaired movement associated with exaggerated reflexes or rigidity of the limbs and 
trunk, abnormal posture, involuntary movements, unsteadiness of walking, or some combination 
of these. The effect of cerebral palsy on functional abilities varies greatly.  
People with cerebral palsy often have other conditions related to developmental brain 
abnormalities, such as intellectual disabilities, vision and hearing problems, or seizures. A broad 
spectrum of treatments may help minimize the effect of cerebral palsy and improve a person's 
functional abilities 
 
Therapies 
A variety of nondrug therapies can help a person with cerebral palsy to enhance functional 
abilities. These include the following:  

• Physical therapy. Muscle training and exercises may help your child's strength, 
flexibility, balance, motor development and mobility. Braces or splints may be 
recommended for your child. Some of these supports are used to help with function, 
such as improved walking. Others may stretch stiff muscles to help prevent 
contractures. 

• Occupational therapy. Using alternative strategies and adaptive equipment, 
occupational therapists work to promote your child's independent participation in daily 
activities and routines in the home, the school and the community. 

• Speech therapy. Speech therapists help improve your child's ability to speak clearly or 
to communicate using sign language. They can also teach your child to use special 
communication devices — such as a board covered with pictures of everyday items and 
activities. Sentences can be constructed by pointing to the pictures. Speech therapists 
may also address difficulties with muscles used in eating and swallowing. 

 
What is Childhood Disintegrative Disorder (CDD)? 
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Childhood disintegrative disorder is also called Heller’s disease and most often develops 
between two and ten years of age. Children with CDD develop normally until two to three years 
of age and then begin to disintegrate rapidly. Signs and symptoms include deterioration of the 
ability to use and understand language to the point where they are unable to carry on a 
conversation. This is accompanied by the loss of control of the bladder and bowels. Any interest 
or ability to play or engage in social activities is lost. The behaviors are nearly identical with 
those that are characteristic of autistic disorder. However, childhood disintegrative disorder 
becomes evident later in life and results in developmental regression, or loss of previously 
attained skills. An autistic disorder can be detected as early as the first month of life and results 
in a failure to progress.  
 

• Normal development for at least two years, 
• Loss of skills in at least two of the following areas: language, social skills, bowel and 

bladder control, play, movement skills 
• Abnormal functioning in at least two of the following areas: social interaction, 

communication, behavior patterns 
• Not better accounted for by another PDD or mental illness 

 
What is DOWN SYNDROME? 
Down syndrome is the most common cause of intellectual disabilities and malformation in a 
newborn. It occurs because of the presence of an extra chromosome, which is labeled number 
21. In more rare cases the extra chromosome is produced after fertilization by one cell dividing 
rather than being produced. This is called a mosaic. Some researchers have suggested that 
this form of Down syndrome has less severe signs and symptoms. Down syndrome occurs in 
about 1 in every 800 – 1,000 births and it affects an equal number of boy and girl babies.  
 
There is a wide variation in mental abilities, behavior and physical development in individuals 
with Down syndrome. Each individual has their own unique personality, capabilities and talents. 
Individuals with Down syndrome benefit from loving homes, early intervention, special 
education, appropriate medical care and positive public attitudes. 
 
A baby is usually identified at birth through observation of a set of common physical 
characteristics. Babies with Down syndrome tend to be overly quiet, less responsive, with weak 
floppy muscles. The physical signs may include: 

• flat appearing face 
• small head 
• flat bridge of the nose 
• smaller than normal, low-set nose 
• small mouth, which causes the tongue to stick out and to appear overly large 
• upward slanting eyes 
• extra folds of skin located at the inside corner of each eye, near the nose (called 

epicanthal folds) 
• rounded cheeks 
• small, misshapen ears 
• small wide hands 
• an unusual, deep crease across the center of the palm (called a simian crease) 
• a malformed fifth finger 
• a wide space between the big and the second toes 
• unusual creases on the soles of the feet 
• overly-flexible joints (sometimes referred to as being double-jointed) 
• shorter than normal height 
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About 30-50% of all children with Down syndrome are found to have heart defects, including 
abnormal openings (holes) in the walls which separate the heart’s chambers (atrial septal 
defect, ventricular septal defect).  
 
Malformations of the gastrointestinal tract are present in about 5-7% of children with Down 
syndrome. This interferes with the baby’s milk or formula leaving the stomach for digestion. The 
baby will often vomit forcibly after feeding. 
 
Other conditions include an increased chance of developing infections, such as ear infections, 
pneumonia, certain kidney disorders and hearing & vision impairment. They are also at greater 
risk (20 times) of developing leukemia. 
 
Development in a baby and child with Down syndrome occurs at a much slower rate. Due to 
weak, floppy muscles, babies learn to sit up, crawl and walk much later in life. Talking is also 
delayed. Intellectual disabilities are considered to be mild – moderate in people with Down 
syndrome. Most people with Down syndrome can perform regular self-care (may require verbal 
cues), live independently, function in a socially appropriate manner in any environment and hold 
jobs. Adults with Down syndrome are also at a greater risk of developing Alzheimer’s, a 25 in 
100 chance. 
 
No treatment is available to cure Down syndrome. Treatment is directed at addressing the 
individual concerns of a particular person. The prognosis in Down syndrome is quite variable of 
each individual, with the severity of the limitations varying significantly. 
 
 
What is Fetal Alcohol Syndrome (FAS)? 
Fetal Alcohol Syndrome (FAS) is a pattern of mental and physical defects which develops in 
some unborn babies when the mother drinks too much alcohol during pregnancy. A baby born 
with FAS may be seriously handicapped and require a lifetime of special care. Some babies 
with alcohol-related birth defects, including smaller body size, lower birth weight, and other 
impairments, do not have all of the classic FAS symptoms. These symptoms are sometimes 
referred to as Fetal Alcohol Effects (FAE). Researchers do not all agree on the precise 
distinctions between FAS and FAE cases.  
 
Cause of the Problem: Alcohol in a pregnant woman's bloodstream circulates to the fetus by 
crossing the placenta. There, the alcohol interferes with the ability of the fetus to receive 
sufficient oxygen and nourishment for normal cell development in the brain and other body 
organs.  
 
Possible FAS Symptoms: 

• Growth deficiencies: small body size and weight, slower than normal development and 
failure to catch up.  

• Skeletal deformities: deformed ribs and sternum; curved spine; hip dislocations; bent, 
fused, webbed, or missing fingers or toes; limited movement of joints; small head.  

• Facial abnormalities: small eye openings; skin webbing between eyes and base of nose; 
drooping eyelids; nearsightedness; failure of eyes to move in same direction; short 
upturned nose; sunken nasal bridge; flat or absent groove between nose and upper lip; 
thin upper lip; opening in roof of mouth; small jaw; low-set or poorly formed ears.  

• Organ deformities: heart defects; heart murmurs; genital malformations; kidney and 
urinary defects.  

• Central nervous system handicaps: small brain; faulty arrangement of brain cells and 
connective tissue; intellectual disabilities -- usually mild to moderate but occasionally 
severe; learning disabilities; short attention span; irritability in infancy; hyperactivity in 
childhood; poor body, hand, and finger coordination.  



TRUE FRIENDS | 44  
 

 
Size of the Problem: The incidence (number of new cases each year) of FAS and FAE are 
significantly under-reported. Therefore, projections are usually based on estimates of their 
occurrence per 1,000 live births. Recent studies by researchers Ernest Abel and Robert Sokol 
suggest that the incidence of FAS can conservatively be estimated at 0.33 cases per 1,000 live 
births. Missouri recorded 78,468 live births in 1991 and 76,005 in 1992, which would yield at 
least 25 new cases of FAS per year. The incidence of FAE is generally regarded to be several 
times the magnitude of FAS cases, perhaps in the hundreds in Missouri.  
 
Recommendations: Studies suggest that drinking a large amount of alcohol at any one time 
may be more dangerous to the fetus than drinking small amounts more frequently. The fetus is 
most vulnerable to various types of injuries depending on the stage of development in which 
alcohol is encountered. A safe amount of drinking during pregnancy has not been determined, 
and all major authorities agree that women should not drink at all during pregnancy. 
Unfortunately, women sometimes wait until a pregnancy is confirmed before they stop drinking. 
By then, the embryo/fetus has gone through several weeks of critical development, a period 
during which exposure to alcohol can be very damaging. Therefore, the Division of Alcohol and 
Drug Abuse urges women who are pregnant or anticipating a pregnancy to abstain from 
drinking alcoholic beverages.  
 
What is FRAGILE X SYNDROME? 
Fragile X syndrome is the most common form of inherited intellectual disabilities known.  
Physical features include long face, large ears, poor muscle tone and flat feet.  Mental 
impairment may range from mild learning disability and hyperactivity to severe intellectual 
disabilities and autism.  Children with Fragile X syndrome are often described as being loving 
and enjoy social interactions.  People with this syndrome often enjoy jokes and have a high 
sense of humor.  A high number of boys with Fragile X syndrome are described as being easily 
distractible and often tend to be quite hyperactive. They may have shortened attention spans 
and have difficulty staying on task. 
 
Therapies: Minimizing exposure to noise and odors may prevent over stimulation.  Therapeutic 
calming techniques such as music can also be used.  It may be helpful to provide structure in 
the day to day environment and activities. 
 
Daily Living Skills 
Sleep: Disturbances in sleeping patterns are often noticed in people who have Fragile X 
syndrome. Once they do sleep through the night many people who have this syndrome have 
internal alarm clocks that allow them to awaken particularly early in the morning.  Bedtime 
routines may be necessary to optimize sleep.  Darkening shades and soothing music along with 
loose fitted clothing can all help in providing a relaxed atmosphere at bedtime. 
 
Eating: Many boys with Fragile X syndrome are messy eaters.  Often they eat too much at 
once.  Reminders to chew, swallow and eat slowly should all be enforced at meal times.  Plus, 
the use of silverware should be encouraged as many people who have Fragile X syndrome like 
to eat all their food with their fingers. 
 
Dressing: Young children with Fragile X syndrome may have difficulty dressing themselves due 
to overall developmental delays and they may have strong preferences as to the types of 
clothing they like to wear.  At times they may prefer to have as little amounts of clothing on as 
possible, due to tactile defensiveness. 
 
Hygiene: People with this syndrome also encounter some difficulties in hygiene.   Many males 
find it uncomfortable bathing, washing and brushing their hair and teeth.  Not all are averse to 
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this though. Routines need to be established early and firm pressure in brushing hair and in 
washing may be tolerated more easily than light strokes. 
 
 
What is HEMOPHILIA? 
Hemophilia is a type of bleeding disorder that causes the blood to take a long time to [clot]. This 
can cause abnormal bleeding, or bleeding that won't stop. People with hemophilia have too 
little—or even none—of a protein in the blood called [clotting factor]. Hemophilia most often 
affects males and, in most cases, is inherited (passed down through families). 
Originally, hemophilia was thought to be a single disease. In the 1950s, health care providers 
discovered that there are actually two forms of the disease: [hemophilia A] and [hemophilia B]. 
Because of this, each disease is treated with its own specific factor replacement medication. 
 
Hemophilia A 
Hemophilia A is the most common form of hemophilia, occurring in about 1 in every 
10,000 males. People with hemophilia A, also called "classic hemophilia," have a deficiency in 
clotting factor VIII, meaning that clotting factor VIII is either missing or is present at a low level. 
 
Classification 
Hemophilia A is classified as mild, moderate, or severe, depending on the level of clotting factor 
in the blood. While more severe hemophilia is usually diagnosed during infancy, a mild form 
may not be diagnosed until adulthood. People without hemophilia normally have a range of 
factor VIII or IX that varies from 50% to 150%. 
 
Treating hemophilia A 
It's important to manage hemophilia A by taking steps to stop bleeds as soon as they start. 
There are several therapies available to treat hemophilia A. Factor (Recombinant), 
Plasma/Albumin-Free is a factor VIII replacement product made using a process called 
recombinant factor technology, meaning that it is not made using donated human blood.  
 
Hemophilia B 
People with hemophilia B have a deficiency in clotting factor IX. Hemophilia B is sometimes 
called Christmas disease after Stephen Christmas, the first patient described with this disease. 
It is the second most common form of hemophilia, occurring in about 1 in 20,000-50,000 
people. 
 
Treating hemophilia B 
It's important to manage hemophilia B by taking steps to stop bleeds as soon as they start. 
There are several therapies available to treat hemophilia B. One of these is made using 
recombinant factor technology, meaning that it is made in genetically engineered cells.  
 
What is OPPOSITIONAL DEFIANCE DISORDER (ODD)? 
ODD is a psychiatric disorder that is characterized by two different sets of problems.  These are 
aggressiveness and a tendency to purposefully bother and irritate others. 
Characteristics of people who have ODD are: 

• Often loses temper 
• Argues with adults 
• Often actively defies or refuses to comply with adults requests or rules 
• Often blames others for his/her mistakes or misbehavior 
• Angry and resentful 
• Spiteful and vindictive 

 
HOW TO DEAL WITH THIS BEHAVIOR 
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HAVE A PLAN: If you react on the spur of the moment, your emotions will guide you wrongly in 
dealing with children and adolescents with ODD. 
Here are some tips: 

• A few important behaviors need to be targeted, i.e. no hitting, no swearing. 
• The behavior must be clear cut and not fuzzy:  “sit down and look at me when I ask you 

to listen” 
• It must be consistent, no bending of the rules. 
• The rewards should be activities and privileges which you can grant. 
• Have an even mix of negative and positive reinforcers. A typical positive is a later 

bedtime, a typical negative is withdrawal of activities. 
• Decide on things you are going to ignore. 
• Refrain from showing strong emotions when reacting to the behaviors of children and 

adolescents with ODD. 
 
What are PERVASIVE DEVELOPMENTAL DISORDERS (PDD)? 
Pervasive developmental disorders include five different conditions: Asperger syndrome, 
autistic disorder, childhood disintegrative disorder (CDD), pervasive developmental disorder not 
otherwise specified (PDDNOS), and Rett’s syndrome. They are grouped together because of 
the similarities between them. The three most common shared problems involve 
communication, motor and social skills. Since there are no clear diagnostic boundaries 
separating these conditions, it is sometimes difficult to distinguish one from the other for 
diagnostic purposes.  
 
Asperger syndrome, autistic disorder and childhood disintegrative disorder are 4-5 times more 
common in boys, and Rett’s has been primarily diagnosed in girls. These disorders are rare.  
 
The cause of these disorders is unknown, although brain structure abnormalities, genetic 
mutation, and alterations in brain function are believed to all play a role. Still, no single brain 
abnormality or location has been connected to a cause. Retts’s syndrome demonstrates the 
strongest evidence that it is caused by the mutation of a gene. Research with twins has 
indicated that genetics may also play a role in the cause of autism. A number of neurological 
conditions, such as convulsions, are commonly found to accompany these disorders. 
 
The diagnosis of PDD is made by medical specialists based on a thorough examination of the 
patient, including observing behavior and gathering information from parents and caregivers. 
Because many symptoms are common to more than one condition, distinctions between 
conditions must be carefully made. 
 
In general, the prognosis in all of these conditions is tied to the severity of the condition. 
 
The cause of pervasive developmental disorders is not understood, although research efforts 
are getting closer to understanding the problem. Until the causes are discovered, it will remain 
impossible to prevent these conditions. 
 
Treatment for children with PDDs is limited. Those who can be enrolled in educational programs 
will need a highly structured learning environment, a teacher-student ratio of not more than 1:2, 
and consistent care at home. Psychotherapy and social skills training can prove helpful to 
some. There is no specific medication available for treating the core symptoms of any of these 
disorders, though research is promising. Some psychiatric medications may be helpful in 
controlling particular behavior difficulties, such as agitation, mood instability and self-injury. 
Music, massage and hydrotherapy may exert a calming effect on behavior. Treatment may also 
include physical and occupational therapy. 
 
What is RETT’S SYNDROME? 
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Rett’s syndrome is an inherited disorder that begins in early infancy. It primarily affects girls but 
does affect a small number of males. The syndrome is a severe progressive neurological 
disorder that causes intellectual disabilities and developmental regression, especially in the 
areas of expressive language and hand-use.  
 
Rett’s is most often misdiagnosed as autism, cerebral palsy or non-specific developmental 
delay. There is no known prevention for the disorder and predicting the severity in any individual 
is difficult. The child with RS seems to be born healthy and develops naturally until about 6-18 
months of life. Several stages then follow: 
 
• Stage 1         -         6-18 months              disinterest in play activity 
• Stage 2         -         1-3 years                    rapid regression; irritability;  
                                                                        autistic-like symptoms 
• Stage 3         -          2-10 years                 severe seizures; intellectual disabilities 
                                                                        hand-wringing; hyperventilation; 
                                                                        bruxism (teeth grinding) 
• Stage 4         -          10 years +                 scoliosis (curvature of the spine); 
                                                                        muscle wasting; rigidity; 
                                                                        improved eye contact 
Symptoms 

• hypotonia (“floppy extremities”) is frequently the first manifestation 
• head growth begins slowing (deceleration in head circumference) at 5-6 months of age 
• developmental regression 
• language development, both expressed and understood, is severely impaired 
• loss of meaningful hand use, replaced by hand-wringing or placement of hand in mouth 
• autistic-like behavior; loss of social engagement 
• seizures (1/3 of patients) 
• intermittent hyperventilation with a disorganized breathing pattern 
• shakiness of the torso, which may also involve the limbs, particularly when upset or 

agitated 
• if able to walk, unsteady, wide-based, stiff-legged gait / toe-walking 
• breathing abnormalities may occur and also tend to decrease with age 
• they may sit independently and eat using their fingers 
• stereotyped hand movements may change over time 

 
What is TOURETTE SYNDROME? 
Tourette syndrome (TS) is an inherited neurological disorder of the nervous system 
characterized by repeated involuntary movements, motor tics, and uncontrollable vocal sounds, 
vocal tics. In a few cases, such tics can include inappropriate words and phrases. The 
symptoms of TS generally appear before the individual is 18 years old. Although TS symptoms 
range from very mild to quite severe, the majority of cases fall into the mild category.  
 
The first symptoms of TS are usually facial tics – commonly eye blinking. With time, other motor 
tics may appear, such as head jerking, neck stretching, foot stamping, or body twisting and 
bending. It is not uncommon for a person with TS to continuously clear his or her throat, cough, 
sniff, grunt, yelp, bark or shout. A person with TS may touch other people excessively or repeat 
actions obsessively and unnecessarily. A few patients with TS may demonstrate self-harming 
behaviors such as lip & cheek biting and head banging.  
People with TS can sometimes suppress their tics for a short time, but eventually tension 
mounts to the point where the tic escapes. Tics worsen in stressful situations and improve when 
the person relaxes or is absorbed in an activity. TS is diagnosed by observing the symptoms 
and evaluating family history. Tics must be present for at least a year and begin before the age 
of 18 (or, some believe, age 21) to be diagnosed with TS. 
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TS is three times more common in men than women. The motor tics, which usually occur in 
bouts several times a day, may make it very hard for the person to perform acts like tying 
shoelaces, not to mention work-related tasks or driving. In addition, TS may be very detrimental 
socially with them living in fear of shocking others and embarrassing themselves. 
 
The tics are involuntary but are not spasms, rather a very strong urge to make a certain motion 
or sound. Some people with TS have trouble paying attention and may think the same thoughts 
over and over again, a sort of ‘mental’ tic known as an obsession. 
 
Research shows in TS, something is irregular with the way in which the brain produces or uses 
important substances called neurotransmitters, which control how signals are sent along the 
nerve cells. It is handed down through the genes from parents to children and about 1 in every 
2,500 persons has full-blown TS. People with TS are more likely to have trouble controlling their 
impulses, to have dyslexia (or other learning problems), and to talk during their sleep or wake 
frequently. Compulsive behavior, such as constantly washing their hands or repeatedly 
checking that a door is locked, is a common feature of TS, seen in 30-90% of all patients. 
 
Simple tics are sudden, brief movements involving a single group of muscles or a few groups, 
which may be repeated several times. Complex tics consist of a repeated pattern of movements 
that can involve several muscle groups and usually occur in the same order. Vocal tics may be 
sounds or noises that lack all meaning, or repeated words and phrases that can be understood. 
Coprolalia (saying ‘dirty words’ or phrases that are sexual or aggressive) is probably the best 
known feature of TS, but less than one-third of all patients actually do this. 
 
What is TRAUMATIC BRAIN INJURY? 
Traumatic brain injury (TBI), an acquired brain injury, occurs when a sudden trauma causes 
damage to the brain. TBI can result when the head suddenly and violently hits an object, or 
when an object pierces the skull and enters brain tissue.  Symptoms of a TBI can be mild, 
moderate or severe, depending on the extent of the damage to the brain.    
 
Disabilities resulting from a TBI depend upon the severity of the injury, the location of the injury, 
and the age and general health of the individual. Some common disabilities include problems 
with cognition (thinking, memory and reasoning), sensory processing (sight, hearing, touch, 
taste and smell), communication (expression and understanding), and behavior or mental 
health (depression, anxiety, personality changes, aggression, acting out and social 
inappropriateness). 
 
What is WILLIAMS SYNDROME? 
Williams Syndrome (WS) is a genetic condition, which leaves individuals with both physical and 
mental disabilities.  Individuals with WS can suffer from many physical problems including 
cardiovascular, feeding difficulties and dental abnormalities.  They will also tend to be small for 
their age, be over-friendly and have low pitched voices. They usually have excessively social 
personalities. Verbal skills can be very well developed; however, their understanding of 
situations may not reflect this. 
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Common traits and interventions 
Individuals with WS tend to chatter excessively and use inappropriate language.  They will not 
hesitate to try to gain other people’s attention with questions, comments and even by 
reprimanding others. People who have WS may imitate the manner in which their supervisors or 
peers reprimand others. 
 
Ways of discouraging excessive chatter and inappropriate speech: 
• Insist that individuals answer their own repetitive questions. 
• It should be pointed out to individuals when they are talking to themselves.  Ask them to 

stop or redirect them to another activity. 
• Reprimands for inappropriate speech should be gentle but firm. 
 
Concentration and attention span 
Poor concentration spans are common in individuals with WS.  Over-activity is common in 
children with this disability. However, throughout teenage years this seems to diminish. 
 
Tips on building up concentration spans 
• Break down tasks into short simple steps with cues-such as pictures or written instructions-

to indicate clearly what needs to be completed at each stage. 
• Give a reward for each step successfully completed. 
 
Social relationships 
Adults with WS love company and will seek out people and engage them in conversation and 
‘tag along’.  Very often people with WS will approach strangers in an overly-friendly and overly-
familiar way which causes concern for family members and caregivers. 
 
Coping with over friendliness 
• Do not encourage behaviors that may seem ‘cute’ in childhood, as in adulthood this can 

lead to rejection, exploitation and even abuse.  Be firm in pointing out that such behaviors 
are unacceptable. 

• If it appears that an individual does not fully understand the implications of the situation that 
they are in, explanations and reassurance can often help to shape more appropriate 
behavior. 

 
Anxiety  
Adults with WS are often described as being over-anxious or easily upset by criticism or 
frustration or by events that other people would find trivial.  Anxiety may result from several 
different situations but there are three main areas that may give rise to concern: 

• Excessive demands or inappropriate demands can cause individuals to worry 
excessively and become upset. There are a number of indicators that will suggest a 
person is not able to cope. One may try to get out of activities by saying they are ill, tired 
or have headaches. One may ‘escape’ by having tantrums, or they may simply walk out 
of the room. 

• Change and uncertainty- individuals can become anxious when anticipating something 
different from their own routine. 

• Adults with WS can become extremely upset if they feel that someone is picking on 
them or behaving in a confusing and threatening way. 

 
Coping with anxiety 
• Balance between comforting and reassuring the individual without making too much fuss.  

Spend a few minutes reassuring the individual then move on to another topic. 
• Anxiety can often be avoided if the situation is explained ahead of time. 
 
Moodiness and aggression 
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Frustration or not being able to get one’s own way can often lead to aggressive outbursts. 
 
Tactics for management 
• Firm and consistent handling is important.  Caregivers should not give into the person’s 

demands by rewarding them with whatever they want. 
• Remove the individual from the setting where the tantrum took place, letting them know that 

they will not return until they have calmed down. 
• Try to identify triggers.   
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The meaning behind the True Friends’ logo 

 
 

The blue center figure represents individuals with disabilities. The wheelchair is purposely subtle because at 
True Friends, we see the person first, not the disability. Blue and green colors represent the lakes and trees 
of our camps – a distinctive environment where our programs take place. The two figures on either side of the 
blue figure represent the two legacy organizations coming together to support people with disabilities. It also 
shows one of the goals of our programs – creating friendships 
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