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INTRODUCTION 
The purpose of this plan is to provide the personnel at Safe Parking with general safety 
information and possible responses to specific emergency situations.   

How a particular disaster will unfold is unpredictable. This plan provides guidelines that 
should be helpful under most circumstances. They are meant to prepare staff for daily 
safety needs and provide instructions during a crisis when the situation can impair the 
ability to remember, focus, and make decisions.   

Nothing can substitute for in-the-moment sound human judgment. Think of this plan as 
advice, not rules that must be followed under all circumstances.        

This plan will be reviewed yearly and updated when the information included requires 
modification.  

 
 

 

 

 

 

 

 

 

  

 

Common sense safety is thinking before doing 

 

Catholic Charities has developed the following Safety Manual that includes the Emergency 
Evacuation Plan, pursuance to California Fire Code, Section 404.2.1, for Safe Parking located 
at 55 Stony Point Road, Santa Rosa, CA 95401 
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Local Emergency Numbers 

Always dial 911 first in an emergency:  

Dispatch Numbers: 

• Santa Rosa: 707- 528-5222 

• Sonoma County: 707-565-2121 

• City of Napa: 707-257-9573 

• inRESPONSE (Santa Rosa City Limits Only): 707-575-4357 (HELP)  

• Mobile Support Team: (Unincorporated Area Sonoma County) 1-800 746-8181 

• RedCom Dispatch: (if 911 is busy: city or county): 707-576-1365 or 707-568-5992 

• City of Sonoma: 707-996-3601 

 

Fire Non-Emergency Number 

• Santa Rosa: 707-568-5992 

• Sonoma County: 707- 838-1170 

 

Emergency Medical Services 

Always dial 911 first in an emergency:  

• Santa Rosa EMT: 707-543-3500 

• Sonoma County: 707-565-2121 

 

Mental Health Hotlines: 

24-hour access 

• 707-565-6900 

• 800-870-8786 

24-hour Suicide Prevention: 

• 855-587-6373 

• Nationwide Dial or Text to: 988  
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24-hour Crisis Services 

• 707-656-4970 

 

Child Protective Services Hotlines 

• Sonoma County: 24/7 – 707-565-4304 or 800-870-7064 

• Napa County: 24/7 – 707-253-4744  

 

Adult Protective Services Hotlines 

• Sonoma County: 24/7 – 800-667-0404 

• Napa County: 24/7 – 888-619-6913 

 

Utility Company Emergency Contact 

• PG&E: 800-743-5000 

• Santa Rosa Water: 707-543-4200 

• Napa Water: 707-257-9521 

 

Emergency Contacts 
Divisional Director: Meghan Murphy 707-304-4783 

Director: Stephanie Merrida-Grant 707-308-4734 

Operations Manager: Vince Cruz 707 308 -4779 

Security Guards: 707-483-4337 

 

 

  



8 

 08.26.2026 

CCNWC SITES, ADDRESSES, AND PHONE NUMBERS 
 

Site Address Main Phone Number 

Airway Offices 987 Airway Court 
Santa Rosa, CA 95403 

707-528-8712  
Front Desk x100 
Immigration Front Desk 
x128 

Caritas Family Shelter 301 6th St.  
Santa Rosa, CA 95401 707-542-5426 

Caritas Nightingale 301 6th St.  
Santa Rosa, CA 95401 707-308-4677 

Drop-In Center 301 6th St. Suite 108 
Santa Rosa, CA 95401  707-308-4684 

Eliza’s Village 332 and 336 Eliza Way, 
Santa Rosa, CA 95409 

707-308-6307 

Homeless Action Sonoma 18820 Highway 12, 
Sonoma, CA 95476 707-280-2420 

Mickey Zane Place 636 Healdsburg Ave           
Santa Rosa, CA 94501 707-565-8619 

Napa Nightingale 1950 Jefferson St 
Napa, CA 94559 707-819-2165 

Permanent Supportive 
Housing: Palms Inn 

3345 Santa Rosa Ave 
Santa Rosa, CA 95407 707-308-4702 

Permanent Supportive 
Housing: Napa Red House 

1219 Jefferson St  
Napa, CA 94559 707-224-4403 

Rainbow House Family 
Shelter 1207 and 1209 Jefferson St 707-690-5050 

Safe Parking 55 Stony Point Rd 
Santa Rosa, CA 95401 707-483-4337 

Sam Jones Hall 4020 Finley Ave 
Santa Rosa, CA 95407 707-308-4692 

Caritas Center Reception 
Desk 

301 6th St.  
Santa Rosa, CA 95401 707-308-4774 

Caritas HeadStart 301 Sixth St.  
Santa Rosa, CA 95401 

Classroom: 707-546-5776 
Cell: 707-815-0799 

Caritas Santa Rosa Health 
Clinic 

301 Sixth St.  
Santa Rosa, CA 95401 

#1 707 543-6263  
#2 707 494-0502 
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GENERAL FACLITY SAFETY 

Communication Plan 
Any staff member may call 911 in the case of an emergency or a medical need. Do not clog 
the system with additional calls, once it becomes known that 911 has been contacted, do 
not make repeated contact with 911. Staff members who report an emergency will let their 
manager or director know as soon as it is safe to do so.  

Staff members are encouraged to report any safety issue directly to their manager or Site 
Safety Team Member.  

Managers are expected to make safety reminders as a part of each team meeting.  
 
The IT manager, upon notification of an emergency from the Chief Executive Officer or the 
Chief Administrative Officer, is responsible for all phone communications during 
emergencies. 

Handheld radios will be instrumental for emergency communications.  All program staff 
must be trained in the appropriate use of the radios.  

During an emergency, all communications channels that are working will have heavy 
traffic. Defer non-critical communications.  

• Have a directory of phone numbers with corresponding lot numbers.   

• Communication methods will be unpredictable, text is considered the most 
reliable. Texting may be done on Go Phone.  

• The Internet may be accessible via the cellular connection on a cell phone if Wi-Fi is 
not working.  

• In the case of a critical situation, if possible, employees should place a piece of 
paper with SOS or HELP printed on it where the outside world might see it.  

• For use of hand-held radios at other sites see Handheld Radios section. 

• Information will also be disseminated from the CCNWC Emergency Response 
Communications Channel of Teams. You may download Teams to your personal 
device. 
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Controlled Egression and Ingression:  
Closed Facilities 

All CCNWC sites are considered closed facilities.  

Closed Facility Protocols 

• All exterior doors must remain closed and locked, unless actively monitored.  
• Staff must never prop open doors.  
• No tailgating — every person must badge in or be escorted.  

 

Access Control 

• Staff must wear visible badges at all times.  
• Visitors, if allowed, must be verified, logged, and escorted.  

 

Confidentiality 

• Staff must NOT confirm or deny whether a client or employee is present or works 
onsite.  

• “Neutral language always.” 
• If unsure → escalate to a supervisor. 

 
Client Security 

All employees are required to wear the correct badge to identify themselves at all times 
while in the building and when visiting other Catholic Charities’ sites.  

•  Any staff member who is meeting with a client is responsible for the monitoring of 
the client. 

• No outside visitors are allowed at Safe Parking. 

• All sites have a set time where doors or gates are locked in the evenings. Locked out 
participants who need after-hours entrance to shelter sites can call, knock, or ring a 
doorbell. This should be arranged in advance, if possible.  

• Staff working late in an office space should check in with security or other staff 
members within the site prior to the set closing time. 
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Keys and Key Cards 

• Keys a are to be kept secure and issued through the process determined by the 
Chief Administration Officer or Manager, Facilities 
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Evacuation Plan 
Evacuation Zone: Zone SRS-Northwest3 

Directors are responsible for educating staff regarding evacuation plans. 

Program Manager or Site Supervisor (as determined by program) are responsible for 
educating participants in regard to evacuation routes and establishing protocol for staff 
members to sweep the parking lot area during an evacuation to determine that all have left 
the area. 

Generally, participants at Safe Parking should move their vehicles in accordance to the 
position of their space through the gate closest to their site location.  While staff or security 
may have information to share, participants should listen to local radio stations to 
determine the best course of action given the emergency in progress. See Site Evacuation 
Map  

Site Supervisor and Participant Advocate have keys to the gates and will unlock the gates 
during the day shift. Security will open the gate and call the Program Manager and/or Site 
Supervisor to share information regarding the event requiring evacuation . The Program 
Manager will call the Director.  

If it is safe to do so, staff members will conduct a final sweep of the site to make certain 
that all participants have been notified of the evacuation and have the ability to evacuate. 
If a participant is non-compliant and refuses to leave the site, the staff member will note 
the location of the participant and share this information with the Program Manager and 
leave the site to a safer location. Fire drills should be performed quarterly, at different 
times of the workday. 

• Fire drills will be reported to Facilities, Manager. Safe Parking will use Table Top 
Training with new clients and employees to explain the evacuation process.  

• Each department will have emergency backpacks stored near the sign-in sheet 
area.  

Each program area will have at least one emergency backpack. 

The backpack will include: 

• Flashlight (store the batteries in a box near the flashlight and not in the flashlight) 

• First Aid Kit 

• Whistle 

• Local Map 
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• Emergency Contact Information 

• Current list of participants, in residential units 

Other Safety Equipment includes: 

• Handheld stop signs 

• Orange Vest 

• Additional Flashlights 

• Plastic buckets 

• Hygiene wipes 

• High density trash bags 

• Duct tape 

Evacuation Strategy 
Generally, the evacuation strategy is a total evacuation for any emergency that requires a 
fire department response or for any emergency that requires staff and participants to 
vacate an area to protect health and safety. It may not be practical to move out every 
vehicle to avoid an emergency.  

Clients and staff should leave the area to the nearest safe area, to clear the area needed 
for Emergency Responders.  

In the case of an evacuation determined by the County and City officials, all vehicles will 
move to the closest safe space, determined at the time, through the directions of 
emergency officials and practicality of the given situation.  

Staff members are not expected to put their own lives in danger of exiting residents but 
should make every effort to move residents and other clients towards an exit. No one will 
be allowed to reenter the building or parking area until the Fire Department or other 
emergency responders give approval. The Fire Department and law enforcement officers 
must be notified of anyone left in the building. 

The lead staff member for each program in the building will be responsible for taking with 
them the emergency backpack for the program and contacting the Program Manager. They 
will use the daily roster to account for all residents and occupants at the assembly area. 

• Staff members shall ensure that all occupants have exited their sections of the 
building and that sufficient staff is guiding occupants to the assembly area.  
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Handheld stop signs, neon parking vests, and radios are available in the program office. 

 
 

SAFETY GUIDELINES 

General Recommendations:  
Safety Reporting Guidelines 

The general rule of safety at CCNWC is “See something, say something.” Every staff 
member is responsible for the general safety of the work environment. 

• In the case of an emergency, all employees are authorized to call 911 or an 
appropriate provider, listed under the Table of Contents 

• All general safety concerns should be reported to the Program Manager, who is 
accountable to determine the best course of action to remediate a safety concern.  

• Employees who feel their safety concern has not been resolved after reporting the 
issue to their Program Manager, may contact the program’s Director, Human 
Resources, or use the anonymous Employee Suggestion Form found on the HUB. 

Prevention is the best safety plan. 

An important safety skill is paying close attention to the environment for irregularities or a 
possible issue that may be a safety hazard. Pay attention to details that might be out of 
place or unusual. This includes shifts in moods or general demeanor of others. Instincts 
often serve as warning signs to safety issues prior to their manifestation.  

• Keep walking areas clear of wires, boxes, or other tripping hazards. Each employee 
is responsible for keeping their work area safe, clean, and healthy.  

• Prevent food borne pathogens that may cause illness. Each staff member is 
expected to clean up after themselves and report any unsafe conditions in shared 
eating places to management. 

• All employees must have their CCNWC identification badge visible.  Feel free to ask 
a person without a badge, or an escort, “May I help you?” 

• Program Managers are responsible for providing safety information regarding the 
site, including neighborhood surroundings. Each site should implement additional 
safety requirements as needed based on this information. This includes safety 
regarding parking areas and fieldwork.  
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• Generally, employees should not remain alone at the worksite and should buddy up 
to walk to the parking lot at night or outside of working hours.  

• Employees who work in secluded areas of worksites will notify the front desk when 
they arrive and leave their office.  

• All employees are paid a stipend based on their position to help with the cost of a 
cellular phone, which should have the “Go Phone” app installed, which is 
preprogrammed with all staff members’ direct Go Phone extension. 

• Staff should preprogram safety numbers listed under the Table of Contents 

• Use extra precautions in safeguarding your cellular device. 

Appendix IV: CCNWC list of Policy and Procedures regarding Safety 

Appendix IIIX: Workplace Violence Prevention Plan 

Staff Safety Training: 
During On Boarding all new employees will participate in state and agency required training 
including, but not limited to:  

• Safe Environment 

• Bloodborne Pathogens 

• Cyber Security Overview and Phishing 

• Departmental Safety Training 

• Hiring Managers will go over the “Safety Checklist” to cover site-based safety 
information, which includes, but is not limited to: 

• Agency Safety Manual/Emergency Action Plan 

• Emergency evacuation expectations  

• First Aid kit  

• Fire extinguishers  
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Handheld Radio Manual 
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Turning Radio On/Off 

• ON: Press and hold the Power button until the power-up tone plays and the standby 
light blinks. 
Radio announces channel and battery status by default. 

• OFF: Press and hold the Power button for ~3 seconds until the LED turns off and the 
power-down tone sounds. 

Adjusting Volume 

• Press + to increase or – to decrease volume. 

• Mute: Hold – for ~2 seconds until “Mute” is announced. 

• Max Volume: Hold + for ~2 seconds; volume will rapidly increase with beeps. 

• There are 16 volume levels. 

• If receiving audio while adjusting volume, the radio plays received audio instead of 
beeps. 

• When using an earpiece, set the radio to the lowest volume before putting it on. 

Transmitting & Receiving 

• Receive: Listen through the speaker. 

• Transmit: Press and hold PTT, wait for the Talk Permit Tone (TPT), then speak. 
Hold the radio 1–2 in. (2.5–5 cm) from your mouth. 

• LED Indicators:  

o Slow blinking red = standby 

o Solid red = transmitting 

o Fast blinking red = receiving 

• Keep the PTT pressed the entire time you speak. Releasing it early may cause a 
denial tone; wait 2 seconds before pressing again. 

• If you hear a busy tone instead of TPT, the channel is busy or unavailable. 

Talk Permit Tone (TPT) 
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• A quick double-beep indicating the channel is clear to talk. 

• Always wait for TPT before speaking. 

Talking to a Group 

• Press PTT, wait for TPT, then speak. 

Browsing/Selecting a Channel 

• Press the Channel/Menu button until you hear the channel announcement. 

• Use + or – to change channels. 

• Exit by pressing PTT or waiting for the timer to expire. 

Private Reply 

• When someone is speaking, press the Top Button to queue for a private reply (LED 
blinks orange). 

• After they finish speaking, press PTT to reply privately (LED turns solid orange). 

 

This is informational only and intended to be used as support within the agency and not 
publicly available. It was text from the Motorola Manual reformed for better organization 
and readability by Copilot AI 
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Hand-held Radio Procedure  
Hand-held radios are mainly used within our shelters and other homeless services and are 
to be used for business purposes only. 

Radio Traffic Channels within programs 

• Channel 1 – Sam Jones Hall 

• Chanel 2 – Safe Parking 

• Channel 3 – Santa Rosa Community Health Clinic and Amorous Security 

• Channel 4 – Nightingale 

• Channel 5 – Family Center 

• Channel 6 – Drop in Center 

*For an emergency use the button on top of the radio showing dual radios, which is 
known as the “all call button.” This will send information to all radios.  

General information 

• All Site Coordinators/site staff at shelters should inspect and test all handheld 
radios daily when they begin their shift.  

• Ensure the battery is charged. 

• Keep the volume high enough to be heard 

• Regularly check that everything is working 

• Shelter Site Coordinators are responsible for training all staff on use/operation of 
the handheld radios.  

• All shelter site staff should always keep the handheld radios with them when on 
shift.  

• All communication should follow the Two-Way Radio Communication guidelines 
below 

• Shelter site staff should conduct a radio check via handheld radio at a coordinated 
time at the beginning of each shift to state that they are operational.  

Any communication or faulty equipment should be reported via email to the supervisor and 
management team. In the case of a situation that rises to the level of an incident report 
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due to the negative impact of lack of ability to communicate, the Incident Report should be 
completed as close to the event as possible, but before the end of shift.  

If all communications are down and handheld radios are not working, attempts should be 
made to communicate with supervisor or 911 as appropriate using the Go Phone App, 
landline or cell phone.  

If no communication device is working and an emergency is occurring staff on site will 
continue to shelter in place or remain in evacuation location until first 
responders/management can be reached. All emergency procedures should be followed 
as outlined in the Safety Manual. 
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Radio Communication Guidelines:  

• Clarity: Use a clear voice and speak slower than normal. 

• Simplicity: Keep messages simple enough for intended listeners to understand 

• Brevity: Be precise and to the point.  

• Security: Do not transmit confidential information. Our frequencies are not 
exclusive.  

Making a Call 
Check that the radio is set to the correct channel for the program being contacted. Listen 
to ensure the channel is clear, radios only work one way at a time.  

• Press the PTT (Push to Talk) button. 

• Wait 2 seconds. 

• Say the recipient’s program name or staff name twice. Followed by, “Over.” 
Releasing the PPT button 

• The recipient will then respond to acknowledge the caller by saying “This is 
(program or staff name). Go ahead,” releasing the PPT button. 

• The caller will relay the message and when the message is complete the caller will 
say, “Over” if the call is finished or if an answer is expected “Come back,” adding 
the recipient’s program name or name, releasing the PPT button. 

• The recipient will either answer the question, or confirm that the message was 
heard by saying, “Copy” and “Over” if there is no further need to communicate. 
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Emergency Radio Calls 
In the case of an emergency, use the “All Call Button” at the top of the radio. The 
announcer will wait and listen to hear “Over,” before starting the communication to 
interrupt saying “Emergency” … with the code and the location. The Program Manager or 
the position in charge of the program operation at the time of the call will be responsible 
for answering emergency calls. Only the person in the position of lead for the site will 
answer and other personnel will keep the channel free, except for check-in’s initiated by 
the Program Manager (or designee).  

• The All Call Button and say “Emergency, Emergency, Emergency” and the location. 
Then stating the emergency and color code identifying if it is an all programs notice 
or the name of the individual program or a specific site affected.   

• If the call is only for a specific person, the caller will say “I have an emergency 
message for ‘name of program’ Do you copy “recipient”? Over.” 

• When the intended recipient answers, relay the information or ask for the recipient 
to contact the caller directly via Go Phone stating “Dial xxx on your Go Phone” or a 
specific channel. If there is a need for confidentiality, use the caller’s Go Phone 
extension number.  

• If the emergency is a general notice, the caller will say, “All programs, this is an 
emergency message…” stating the color code or the description of the emergency 
and repeat the message 3 times (ex. “Emergency, We are in lockdown all of Caritas” 
or “Code Red, Drop-in Center west door” repeating 3 times) Available personnel 
may assist for appropriate codes, but in a lockdown, all personnel should stay in 
the area where the call was received.  

• Once the lockdown or emergency is over the Incident Commander (and only the 
Incident Commander) will call an “All Clear” by stating, “This is Name, Position. All 
clear.” 
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Emergency Codes 

• Code Blue: Cardiac arrest/client down 

o Call 911 

o Start CPR/First aid 

o Get Crash Cart/AED 

• Code Red: Fire 

o Call 911/pull fire alarm 

o Evacuate building 

o Close all doors 

• Code Gray: Hostile client 

o Call 911/Stay safe 

o Announce code gray/Exact location 

• Code Green: Unauthorized ICE visit 

o Protect confidentiality  

o Minimize screens 

• Code Silver: Individual with weapon 

o Announce Code Silver/Report location 

o Find a safe place 

o Call 911 

o Remain in place until cleared 

• Code Orange: Hazardous material spilled 

o Evacuate Area 

o Tell front reception 

o Properly dispose of waste or call 911 

• Code Pink: Missing Child 

o Alert staff 
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o Post at every exit 

o Post at parking lot exits 

o Call 911 if necessary  

Reference: https://callmc.com/two-way-radio-etiquette-basic-rules-of-radio-
communication/ 

  

https://callmc.com/two-way-radio-etiquette-basic-rules-of-radio-communication/
https://callmc.com/two-way-radio-etiquette-basic-rules-of-radio-communication/
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CLIENT FACING SAFETY PRACTICES 

General Guidelines 

• Staff and employee visitors must display their badge.  

• All visitors must be accompanied by a staff member.  

• Participants are not allowed in office areas without staff members: 

• Staff should avoid being alone with clients, especially clients that seem agitated or 
may otherwise create a potentially unsafe situation.  Approach each situation with 
caution.  

• Two staff members can attend a meeting, or a second staff member can be asked 
to stand within hearing distance of another staff member should assistance be 
needed. Plan meetings with high-risk participants in open surroundings within a 
clear view of others.  

• Staff members should call 911 in case of psychiatric or medical emergency and 
follow the instructions of the emergency line worker. Follow the Incident Reporting 
Procedure, as outlined in this manual or on the Agency HUB.  

• Extra caution is needed if a participant is under the influence of drugs or alcohol. 
Consider rescheduling the meeting.  

If a staff member becomes aware that drugs or weapons have been brought into the facility 
the staff member will confiscate them if it is safe to do so. The staff member that comes 
into contact with the client will place the item(s) in a locked box. Then contact the 
supervisor, who will work with the authorities to determine the best course of action.   

See Weapons Procedure section. 

In the case of a single employee meeting with a client, follow these guidelines even with a 
known client: 

• When providing services to high-risk participants plan to meet in an open 
environment, in clear view of others. Always maintain a route to an exit. 

In an Office:   

• Do not close the blinds or a solid door, client privacy can be obtained through white 
noise, written documents, or quiet voices. Visibility is paramount to safety. 

• Sit or stand between the client and the exit. Staff members should have a clear plan 
to escape if needed.  
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On Site 
Prior to the visit to spaces 

• Display Catholic Charities badge visibly. 

• Keep money for an emergency folded in an inside pocket. 

• Plan ahead to gather information about the area to be visited to determine how to 
partner: 

o Are there dogs or other animals at the site? 

o Are there concerning aspects of the case history of the participants being 
visited?  

• Check that all phones are preprogrammed with emergency numbers. 

• Do not carry anything of value or wear expensive jewelry or clothing. 

Interactions with others 

• Keep a distance from others that doesn’t allow for encounters with unknown 
persons. Be aware of “Body Space.”  

• Acknowledge greetings with a nod or a short acknowledgement but keep walking. 

• Wear comfortable shoes.  

• Walk in a confident manner, head lifted, eyes faced front. Anticipate problems. 

• Be observant, but casual.  

• Keep a safe distance from people who appear to be agitated, disoriented or under 
the influence of alcohol or drugs. 

Unsafe Situations 
If staff is in an unsafe situation, the following steps will be taken:  

• Scan the environment for natural barriers to increase safety, while seeking to leave 
the area. 

• If possible, immediately leave the situation, guiding others to safety as much as 
possible. 

• If a weapon or violence is involved or if someone poses a danger to themselves or 
others call 911.  

• Follow active shooter protocol (see below) if a weapon of any kind is involved. 
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• If a child is in danger or left alone, call 911 or call the Santa Rosa Police Department 
non-emergency number for a welfare check and CPS. Stay with the child if possible. 

• When the situation has resolved, follow the Incident Report Procedure (One Agency 
HUB). 

• Be aware of “Body Space”  

• Walk in a confident manner, head lifted, and eyes faced front. Anticipate problems 
and circumvent them or get help.  

• Be observant, but do not make constant eye contact or stare.  

Driving  
In order to drive a CCNWC owned vehicle an employee will speak to their manager to 
determine if there is a business reason to drive a CCNWC vehicle and complete the 
training on the HUB Driving a CCNWC Owned Vehicle. To drive a CCNWC box truck, 
additional training will be needed.   

In general, transporting participants in a personal vehicle is not allowed without specific 
permission by the program manager, and in a circumstance that requires transporting 
clients, it is highly recommended for two employees to accompany participants.  

• Employees shall not be in a vehicle alone with a client under the age of 18 without a 
parent or guardian. If there are extenuating circumstances, two employees must 
accompany minors being transported in personal or CCNWC owned vehicles. 
Employees must sit in the front seats. 

• Prior to driving to a service area, lock valuables such as purse, wallet, or bag in the 
trunk. 

• Check the gas gauge before leaving to be certain there is enough fuel for the round 
trip.  

• Personal vehicles used for business purposes should be in good working condition 
to avoid stalls or breakdowns.  

• Keep doors locked while driving or parking. 

• Keep your keys ready to go.  

• Park in a well-lit area where there is heavy foot traffic if possible.  

• Be alert when returning to the vehicle. Look around and inside the vehicle, including 
the floors before entering.  

https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet/SitePages/Driving-a-CCDSR-Owned-Vehicle.aspx
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• Never unlock the vehicle or lower the window for strangers. 

If it seems the car is being followed:  

• Change lanes, slow down to see if the car falls behind. 

• Take an exit, and immediately get back on 

• Make four right or left turns.  

• Don’t panic or start to speed. 

• Drive to a public place, such as a police station, or busy shopping center.  

• Call 911 at any time during this process that it is safe 

In the case of a breakdown:  

• If the car is functioning enough, steer off the road, or to a nearby parking lot to 
reduce the risk of a collision. 

• Engage hazard lights.  

• Stay in the car and call roadside assistance services or 911. In remote areas, text 
911. 

• Call supervisor to report your location, if possible. 

In the case of an accident: 

• Obtain medical assistance, if needed, at the scene as soon as possible. 

• Contact local authorities. 

• Make no comment regarding the fault of either party. 

• Exchange driver, vehicle, and insurance information 

• Contact Supervisor, Program Manager or Director immediately 

• Cooperate fully with law enforcement. 

• Follow the Incident Report Procedure and fill out a CCNWC Vehicle Accident Form 
and if needed a CCNWC Property Damage Form. 

Always drive defensively and courteously. Never drive in a physical or psychological 
condition that could hinder the safe operation of a vehicle. 

ASE 9.002 Employee Vehicle Use Procedure  

https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FProcedures%20%28ASE%29%2FASE%209%2E002%20Employee%20Vehicle%20Use%20Procedure%2E3%2E17%2E26%2Epdf&parent=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FProcedures%20%28ASE%29&p=true&ga=1
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CRISIS INTERVENTION 
The goals of Crisis Intervention are:  

• Protect potential victims. 

• De-escalate the situation. 

• Help the individual gain self-control. 

De-Escalation of Conflict 

Verbal Conflict: 
When working with clients, conflict may be inevitable. Staff can reduce the likelihood of 
conflict by engaging with participants. Examples include being visibly present (i.e. 
circulating in shelters while on shift), communicating expectations clearly at intake and 
during other encounters, and treating participants with dignity and without judgment). 

If a participant expresses displeasure with staff remind the participant of the grievance 
process. (See Grievance Procedure on the One Agency Hub.) 

If a participant expresses displeasure with another participant:  

• Calmly engage all involved in the complaint, speaking to them separately is best 
practice, but may not be possible. 

• Provide suggestions for a “cooling off” process, such as taking a walk. 

• If it is feasible switch bed locations to separate the complaining participants. 

• Continue to check back in with the participants as time allows, offering suggestions 
to talk through the issues, or agreeing not to communicate with each other during 
their stay at the shelter. 

• Documentation is important so that other staff members can support the process.  

If a verbal conflict is in process: 

• Don’t rush in. Access the situation, look at the body language, listen to the tone of 
voice and make a plan that includes how to get away if things get out of hand. 

• No more than two staff members should approach and address the individual. 
Others responding should assist in clearing the area of onlookers and take 
directions from the lead intervener. 

• Reasoning with an enraged person is not possible, the objective is to reduce the 
arousal to make a discussion possible. 
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• Survey the area to be aware of potential weapons that the participant could use in 
the physical action stage, i.e., dining utensils, glass bottles, large sticks. Determine 
relative safety of approaching the participant.  

• Keep a clear line of exit by standing between the agitated participant and the 
planned exit path. 

• Approach the person calmly speaking in a slow and normal tone.  

DO NOT  

• Smile or try to yell over the person. 

• Respond to an abusive question (ignore it) 

• Ask them their feelings or if they are okay.  

• Argue or try to give ultimatums. 

• Do not approach the person from behind, or directly head on. Keep your hands out 
of pockets and up facing forward mid-chest. 

Always maintain a safe distance. Don’t touch anything. 

If an external stimulus (e.g., another individual) is evident, other responders should assist 
in separating or removing the stimulus if possible. 

If the person is behaving in a verbally aggressive manner (e.g., shouting, threating, 
cursing) firmly direct the person to stop the behavior. (i.e., “I want to help you, but you 
need to stop shouting, right now.”) 

• Offer a reflective comment that shows the agitated person’s concern has been 
heard, without confirming what is being said. (i.e., “I know you are upset, but it is 
not okay for you to shout.”)  

• Give some wait time, as the person releases their frustration. 

• This should take 2 to 3 minutes to see the person calming down or walking away.  

• If the person is walking into a safe area, allow them to walk away.  

If the person is still in an aggressive state, back away, get to a safe place, and call 911 

• If the person remains and appears to be calming down, look and maintain 
appropriate, non-constant eye contact with the person. 

o Incline your head slightly, to show you are listening and maintain a non-
threatening posture. 
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o Provide support and redirection. (i.e., “Help me understand why you are 
upset?”) 

o Nod and confirm that the participant is being heard.  

o Express empathy and continue to help the person calm down. 

o Give choices that allow the participant to move past the incident where both 
alternatives are positive and safe. (i.e., “Would you like to step out into the 
sun for a bit?”) 

After Resolution 
Follow the ASE 7.001 Incident Reporting Procedure  to document the occurrence and the 
Egregious Behavior Touchpoint as appropriate 

Physical Conflict 
If a situation escalates to physical violence, or if violence has already occurred, call 911 
and get as many people as possible to a safe place. 

• Never position yourself between individuals who are fighting or appear ready to 
fight.  

• If it feels safe to do so, in a firm voice demand that the individuals stop immediately, 
or 911 will be called. 

• Other responders need to clear the area of bystanders. Do not attempt to physically 
intervene to separate individuals who are fighting. 

• Follow the Incident Reporting Procedure to document the occurrence and the 
Egregious Behavior Touchpoint as appropriate.  

  

https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FProcedures%20%28ASE%29%2FASE%209%2E002%20Employee%20Vehicle%20Use%20Procedure%2E3%2E17%2E26%2Epdf&parent=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FProcedures%20%28ASE%29&p=true&ga=1
https://srcharities.sharepoint.com/:b:/s/CatholicCharitiesSantaRosaIntranet/ETO0MKBPZohBnThOazDSbZoBkGEijKbU2gGwzd8q4C7olw?e=Cg7B55
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WEAPONS PROCDURE 
If any client, staff, or individual is brandishing a weapon, or threatening the use of a 
weapon to harm themselves or others, staff will immediately call 911 and follow Active 
Shooter processes.  

No weapons of any kind will be allowed in any Catholic Charities program administrative 
sites or grounds. If a weapon is seen, or voluntarily given up, it is to be locked in a locker, 
lock box or a secure location and the police shall be called. Any gun seen by staff must be 
reported to the police, even if the client has left the building rather than turning over the 
weapon.  

Not all knives and blades are considered weapons, (such as pocketknives, box cutters or 
leather tools, generally less than 2 inches) but clients who are displaying any item that can 
cut or puncture will be asked to surrender the item to be placed in a locked location while 
they are on the premises.  

Clients may not have, brandish or use any blade, puncturing or cutting device, even if it is 
not considered a weapon. Clients doing so will face appropriate consequences.  

Housing units where local, state, and national laws permit legal weapons to be owned, 
stored, or displayed will be managed according to those laws.  (California Gun Laws can be 
found at https://oag.ca.gov/firearms these laws do not override CCNWC rules regarding 
CCNWC program areas)  

• If possible, staff should clear clients and other staff from the area where the threat 
is occurring. If this is not possible, staff should immediately retreat from the area. If 
possible, staff should try, from a safe distance, to observe the client making the 
threat, but safety is the most important consideration. 

• A “Weapons Strictly Prohibited in any Catholic Charities Facilities or Grounds” will 
be posted at the entrance of all administrative program sites. This includes the 
Program Office at Safe Parking, and other placement as determined by staff. 

• Staff and clients will be informed that there is a no weapons policy in place which 
includes all bags.  Bins or containers or bulky clothing will be visually observed to 
ensure no weapons are being brought into all program sites and grounds. 

• Any person refusing a request to open a bag or adjust clothing will be considered 
non-compliant and will not be allowed to enter the program site until they comply 
with the request.  

• If a staff member suspects there may be a weapon concealed, they can visually 
inspect all bags, bins or containers entering the program site.  
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• Staff members should not touch participants or participant’s belongings, instead 
ask participant to provide an unobstructed view of any area of concern.  

• No one will be asked to remove clothing in a way that will infringe upon privacy. 

• Staff members have the right to refuse entry if a participant appears to possibly 
have a concealed weapon, until the concern is resolved through greater visual 
access to the area in question.  

• If a weapon is seen, staff will ask for the weapon to store in a locked box. The staff 
member will notify their supervisor, who will contact the authorities for an 
appropriate response.  

If the client insists on maintaining their weapons, they should be referred to the Program 
Agreement and Agency Contract as the reason that they will be restricted from all CCNWC 
program access. Staff member should notify their supervisor, who will contact the 
authorities for  

All staff will be trauma-informed about discussions related to weapons and share 
information with other staff members as appropriate.  

• Any incident involving a weapon must be documented through the Incident Report 
Procedure. 
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MEDICAL INTERVENTION 

First Aide 
911 should be called for any injury needing immediate medical treatment as well as for any 
health emergency that requires the use of CPR or an AED for heart-related incidents. 

• Staff may use the AED, CPR, or the Heimlich, if they have been trained, or if they feel 
that they are knowledgeable enough to administer these life saving measures in 
keeping with the Good Samaritan Law.   

• Staff may apply pressure to an open wound while waiting for EMS to arrive to 
prevent loss of consciousness or death. Avoid contact with blood or bodily fluids.  

• Avoid moving an injured person unless the movement is to prevent death. 

• If available, call employees who have had First Aid Training.  

Other issues that would require a 911 response include, but are not limited to:  

Extensive injury that impairs normal use of eyes, ears, mouth/teeth, nose/breathing or 
where there is serious bleeding 

Trained staff administration of Naloxone for opiate overdose and call 911. SAny medical 
incident that requires a call to 911 will be followed up by staff members in accordance with 
the Incident Procedure to document the occurrence, which includes notifying the Program 
Manager on duty. 

• Any medical incident that occurs because one or more individuals caused 
intentional harm to another or other individuals requires a police report, and staff 
must follow an Incident Procedure to document the occurrence and notify the 
Program Manager on duty. 

• For minimal injuries staff will limit their response to a one-time dispensing of band 
aids for small cuts or plastic zip bags with ice when available for contusions. 

• All Universal Precautions are required in any situation that requires dealing with 
injuries where any bodily fluids have a potential to be exchanged. 

Appendix V: Naloxone Administration and Distribution 

Appendix II: Map to Nearest Hospital 

  

https://srcharities.sharepoint.com/:b:/s/CatholicCharitiesSantaRosaIntranet/ETO0MKBPZohBnThOazDSbZoBkGEijKbU2gGwzd8q4C7olw?e=Cg7B55
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Medical Emergency Procedure 
These are general guidelines to follow when medical emergencies arise that may require 
First Responders to be called to a medical emergency. 

Call 911 when someone is: 

 Unconscious or unresponsive   

 Not breathing or having difficulty breathing 

 Bleeding severely  

 Experiencing a suspected overdose 

 In cardiac arrest  

 Psychotic break or dangerous behavior 

Include each of the following when making the call: 

• The reason for the call 

• The address and location 

• Room Number or Area  

• Program Full Name 

• Entry Instructions  

• Send someone to be at the door for arrival, if at all possible 

• A call back number 

• Describe what happened or is happening. 

Follow the directions of the 911 operator in regard to staying on the line.  

• Staff on duty must stay with the individual, and other staff, if available, should 
prepare for the arrival of First Responders and meet them on arrival. 

• Information should be given to First Responders about what is known about the 
person in medical distress. 

• For participants, print a copy of the Medical Information Sheet. 

• For staff members, contact the Program Manager on call immediately. 

• Ask to which hospital the person will be taken, so the location can be included in 
the Incident Report. 

• Follow the Incident Procedure to document the occurrence appropriately. 

 

https://srcharities.sharepoint.com/:b:/s/CatholicCharitiesSantaRosaIntranet/EXe_uLErHnxJiPJbPGOPBHcBsICvoo7OLwkSjn2-7lB-Vg?e=J7lkhc
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Practice Universal Precautions: 

• Assume Contamination: Treat all blood and body fluids as potentially infectious. 

• Wear PPE: Use gloves, masks, eye protection, gowns as needed. 

• Handle Sharps Safely: Dispose of needles and other sharps in designated puncture-
resistant containers. 

• Decontaminate: Clean surfaces with appropriate cleaners to inactivate pathogens. 

• Good Hygiene: Wash hands thoroughly after potential exposure.  

Emergency Protocol after calling 911: 

Staff on duty must stay with the individual, and other staff, if available, should prepare for 
the arrival of First Responders and meet them on arrival. 

• Information should be given to First Responders about what is known about the 
person in medical distress. 

• For participants, print a copy of the Medical Information Sheet. 

• For staff members contact the Program Manager on call immediately. 

• Ask to which hospital the person will be taken, so the location can be included in 
the Incident Report. 

 

Appendix III: Staff trained to help with rescue or emergency Medical Aid 
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CPR-AED 
The purpose of Catholic Charities’ CPR-AED training is to provide guidance for preparation 
and response to Cardiac Arrest within the work environment of all Catholic Charities 
Programs.  

All client facing staff members are required to be certified in:  

• Child and Youth CPR 

• Heimlich Maneuver  

• AED (specific to the units used by CCNWC) 

• Naloxone  

• First Aid  

There will be a minimum of two training opportunities per year. Documentation will be 
maintained and forwarded to Human Resources for reporting purposes.  

The AED’s in each program area will be inspected monthly by the provider by powering the 
unit up and then taking any action necessary to ensure the unit remains operational.  If an 
AED is used, contact the vendor, located on the unit, to supply any used items.  

The presence and availability of an AED will be posted in key areas of the buildings to 
inform all that an AED is available for use in a perceived or actual cardiac arrest.  

AED Locations 
Airway – Lobby 

Caritas Family Center - Behind the first-floor front desk and two at each Shelter Services 
Support station 

Caritas Nightingale - Site Staff Office  

Drop-In Center - Counter in lobby  

Sam Jones Hall – Front Main Office, Supervisory Office, Front Desk of Annex 

Palms Inn – Located on the wall above the front reception desk.  

Napa Nightingale – Front desk  

Rainbow House – Small staff office  

Safe Parking – Office 
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Alcohol and Drugs  
As part of our mission to care for the most vulnerable, we do not require that a person be 
sober to use our facilities, but we have a high level of expectations for behavior, 
cooperation and safety of staff and clients regardless of substance induced behavior.  At 
no time is alcohol or illegal drugs permitted either inside a CCNWC site or on the grounds 
thereof, including marijuana, which is legal in California, but not allowed in sites that 
accept Federal Funding.  

Participants who reside in their own leased units, as in Palms and master leases, are 
expected to follow federal and state laws and any expectation agreed upon within the 
lease document. 

 

Appendix IV: Controlled Substance Disposal Process 
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INFECTION PREVENTION and CONTROL 

Illness and Special Health Precautions 
Training on Bloodborne Pathogens regarding exposure to contagious and infectious 
diseases is required as part of the initial new hire process for all program personnel.  

• Personnel are required to sign a form stating that they have received training on 
Universal Precautions and that they will always use Universal Precautions while 
working for the agency and receive a passing score on a knowledge based skill and 
renew certification as needed.  

• Obvious workplace exposure to contagious and infectious diseases by any 
employee, volunteer, contractor, or intern must be reported to the Human 
Resources Department immediately following Incident Reporting Procedure. 
Information about these cases is critical in reducing the spread of the diseases. 

• All staff members are required to report workplace exposure to the Director of 
Human Resources and be seen by a workers compensation provider.  

• The determination of an appropriate organizational response, if needed, will be 
made by the Director of Human Resources in consultation with the Director of the 
represented department and the Chief Administrative Officer.  

• All personnel will be expected to assist in the implementation of and comply with 
the organizational response plan.  

• The Director of Human Resources will be responsible for monitoring and tracking 
employee exposures and workplace incidents. 

Appendix IIX: CCNWC Injury and Illness Prevention Program  

https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FProcedures%20%28ASE%29%2FASE%207%2E001%20Incident%20Reporting%20Procedure%2E3%2E27%2E25%2Epdf&parent=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FProcedures%20%28ASE%29&p=true&ga=1
https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FProcedures%20%28ASE%29%2FASE%207%2E001%20Incident%20Reporting%20Procedure%2E3%2E27%2E25%2Epdf&parent=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FProcedures%20%28ASE%29&p=true&ga=1
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MAJOR EMERGENCIES 

Fire Coming from OUTSIDE the Park   
55 Stony Point Rd, Santa Rosa, California, 95401 Zone SRS-Northwest3 

Evacuate to the nearest emergency shelter 

• Evacuate everyone, including staff as soon as possible. Evacuation routes may 
become clogged, so early evacuation is best.   

• Site Supervisors will have N95 masks and will have instructions for their proper use 

The highest-ranking staff member at the site will determine employee placement in this 
situation.  The Leadership Team will determine which positions are essential.  

CCNWC Leadership will determine the need to initiate Crisis Management for 
Emergencies to maintain critical functions.  

Fire INSIDE the Parking Lot 
Call 911 and evacuate the parking lot, in a way that is safe and available.   

Staff trained in the usage is authorized to use fire extinguisher IF:  

• The staff can get between the fire and an exit, and there is a low amount of smoke. 

• The staff member is able to handle the extinguisher to:  

o pull the pin,  

o aim at the base of the fire,  

o squeeze the trigger, and 

o sweep back and forth at the base of the fire.   

Once outside:   

• Regroup in parking area behind Safe Parking  

• Choose a point further away if the assembly point does not feel safe.   

• Program Mangers will use the radio to maintain contact with the Incident 
Commander who will be the Division Director or designee 

• Staff members must report to their Program Manager so a headcount can be taken 
to identify any missing persons.   
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• Program Managers will report the program’s head count and any missing individual 
to the Crisis Manager 

• Staff members are responsible for evacuating any clients who were meeting with 
them and have the clients check in with the staff member’s Program Manager.   

• Everyone present is asked to provide information about the location of anyone not 
accounted for, such as working off site, out for lunch, on vacation, out sick, etc.  

When firefighters arrive, the Site Supervisor will communicate with the Emergency 
Responders 

CCNWC Leadership will determine the need to initiate Project Management for 
Emergencies to maintain critical functions. 
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Shelter in Place Procedures 
Shelter in place orders for Safe Parking may include requests to leave the area.  

Shelter in Place may occur because of a police action, or extreme weather conditions. 
Listen to the radio or check the internet for information as it becomes available.  
Responses would vary depending on the specific situation. (Kathy to check on a bull horn 
or portable system)  

Employees will be notified via Go Phone, or by managers who will be alerted by the Chief 
Administrative Officer or designee 

Information will also be disseminated from the CCNWC Emergency Response 
Communications Channel of Teams. You may download Teams to your personal device. 

• Clients will be notified, if possible, and asked to find a place to safely hide within 
their vehicle or motor home, or gather in the Office Trailer, unless evacuation would 
be more expedient. The Program Manager will train participants during onboarding 
for such scenarios.  

• Staff will lock all doors of the office trailer, and if possible, put up the “Closed” sign 
and turn phones off. Staff may include participants in the office trailer, if that is the 
best option, given the situation.  

• Employees or clients may call an emergency contact to let them know they are fine 
but should use their phone only as necessary.  

• Emergency supplies will be stored in the Office Trailer.  

If officials ask to seal the office because of hazardous air conditions, air must be stopped 
from coming from outside into the space occupied.  

• Turn off things that move air, fans, and air conditioners 

• Block the air from entering the trailer, using duct tape, garbage bags, anything you 
can use to inhibit air flow from outside in. 

• Once the emergency is over, turn on fans and other things that circulate air. 
Everyone should go outside until the building’s air has been exchanged with the now 
clean air.  

If Shelter in Place is due to severe weather, such as a tornado or severe storm, participants 
should be instructed to leave the area and go to the nearest shelter.  

https://emergency.cdc.gov/shelterinplace.asp 

 

https://emergency.cdc.gov/shelterinplace.asp
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Active Shooter Plan  

Site Designee(s): 
Chief Program Officer or Division Director, Homelessness to (1) report the incident, (2) 
manage the site, (3) communicate with first responders (4) communicate with outside 
entities: (Call 911 or agency communication)  

All staff members are empowered to call 911, in the case of absence of site designees.  

The response to a specific incident will depend on the circumstances unique to that 
incident.  

There are three basic response options that apply to active shooter incidents: Run. Hide. 
Fight. Individuals can run away from the shooter, seek a secure place where they can hide 
to deny the shooter access, or incapacitate the shooter in order to survive and protect 
others from harm. As the situation develops, it is possible an individual may need to use 
more than one of these actions. 

RUN 

• The safest response may be for the participants to take their vehicles and leave the 
area.  

• Participants may be sheltered in the office trailer if possible, if the threat is 
warranted. It may be safer to flee the area and find an open door in the city’s 
building, outside the parking area. 

• If fleeing is not possible, participants and staff will need to find the safest place 
possible. In the office, under a desk, in cars under the dash or between the seats, in 
a motor coach the bathroom, or in a closet.  

• Determine an escape route based on where an active shooter may be located. 
Suggestions can be found in “Evacuation Routes” (see above) 

• Leave your belongings behind. Always keep your hands empty and visible. 

• Help others evacuate, if possible, but do not attempt to move the wounded.  

• Evacuate even if others do not agree to follow. 

• Move quickly to a safe place far from the shooter and take cover. Remain there until 
police arrive and give instructions.  

• Remain calm. Avoid screaming or yelling as you evacuate.   

• Follow all instructions of law enforcement 
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HIDE/LOCKDOWN  

• If shots are heard outside or if the site is notified of police action in the area, lock all 
exterior doors. Move to interior rooms away from windows. If an exit door is nearby, 
check to see if the hallway is clear and run for the exit door.  

• If shots are heard inside, lock all doors, close blinds, turn off lights, hide out of sight 
from any uncovered windows. Silence all noise, cell phones, radios, and computers 
and remain silent.  

• Go to the office and lock the door(s).  

• Identify an escape route in the event there is a need to evacuate. 

• Close blinds, turn off lights, and cover windows.  

• Silence all noise, including cell phones, radios, and computers. 

• Have one person call 911, if it is safe to do so. Be prepared to answer the 
dispatcher’s questions. 

• If it is not safe to talk, keep the phone on so it can be monitored by the dispatcher. 

• Stay out of sight and take cover behind large, thick items or furniture.  

• Do not open the door until a person requesting entrance can provide an 
identification badge.  

• Positively verify the identity of law enforcement as an unfamiliar voice may be the 
shooter attempting to lure victims from a safe place. 

• Remain under cover until law enforcement advises it is safe to evacuate. 

FIGHT  

If there is no opportunity for escape or hiding and your life is in imminent danger, as a last 
resort fight try to disrupt and/or incapacitate the active shooter. Yell. Throw things. 
Improvise weapons. Use fire extinguishers to blind or hit the assailant.  

Respond Appropriately When Law Enforcement Arrives 

• Remain calm and follow officers’ instructions. 

• Raise your hands, spread your fingers, and keep hands visible at all times.  

• Do not run when police enter the vicinity. Drop to the floor, if you are told to do so, 
or move calmly out of the area or building.  

• Do not make quick moves toward officers or hold on to them for safety.  
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• Avoid pointing, screaming, or yelling.  

• Do not stop officers to ask for help or directions.  

• Evacuate the building in the direction the officers arrived while keeping your hands 
above your head. 

• For your own safety, do not get upset, argue, or resist if an officer questions whether 
you are a shooter or a victim  

Division Director of Human Resources or designee will account for personnel 

• Plan for personnel accounting. 

o Employees and visitors onsite 

o Employees and visitor locations 

Chief Administrative Officer and Operations Manager will assist Emergency Responders  

Provide: 

• site and building maps 

• facility access to emergency responders 

• identification of staging area and safety concerns  

• assist in establishing a secure perimeter. 

Staff will be notified by Chief Administrative Officer via Go Phone text when it is safe to 
return.  
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Earthquake 
• It is safer to stay in a vehicle or motor home if there is an earthquake 

• Light fixtures in motor homes may shatter, do not stand near a light fixture. 

• Get under a table, facing in (to protect the head). If none is available, place head 
under a chair.   

• Hold furniture so it stays steady as the shaking continues.   

• The RV can protect people from electrical lines, or other debris. 

• If exposed to shattered glass, DO NOT BRUSH OFF. When the shaking stops, stand 
up and shake off any glass. Brushing will cut hands and drive in glass shards on 
clothing.   

• If someone is trapped and cannot be safely reached, call 911 or 707-528-5222.  

• Expect considerable aftershocks. Keep away from overhead fixtures, windows, filing 
cabinets, and electrical power.  

• Once the shaking has stopped, the staff will check for electrical lines and that it is 
safe for participants to leave their vehicles.   

• Report trapped individuals to the authorities. 

• Tune in to KSRO (103.5 FM, 96.9 FM, 1350 AM, ksro.com) on a phone or radio. Based 
on announcements from authorities and individual observations, decide on the 
safest course of action.   
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Bomb Threat 
If possible, the person who receives the message should wave down another person while 
taking down the information and communicate to them that there is a bomb threat by a 
written message: call 911 Bomb Threat. 

 

Telephone Bomb Threat Checklist 
                            

Name of person who took the call:  Time: Date: 
                            
Identifying characteristics of the person making the call  
  Male   Female     Adult   Juvenile  Approxomate age:   

Other details                   
Voice Characteristics   Speech   Language 

  Loud   Soft     Fast   Slow     Excellent   Good 

  High Pitch   Deep     Distinct   Distorted     Fair   Poor 

  Raspy   Pleasant     Stutter   Nasal     Foul    

  Intoxicated   Scratchy     Slurred             

  Other       Other       Other   

                            
Accent   Mannerisms   Background Noises 

  Local   Not local     Calm   Angry     Factory   Trains 

  Foreign         Rational   Irrational     Music   Animals 

  Regional       Coherent   Incoherent     Office   Quiet 

  Race       Deliberate   Emotional     Machinery   Voices 

         Righteous   Laughing     Traffic   Airplanes 

                   Outside   Party 

                            
Write down exactly what the caller says in the threat to report to police 

  
 
 

Some tips to get the caller to stay on the line:   

Pretend you have a hearing issue. Ask questions a second time.   

   

Some questions to ask if the caller seems willing to talk   

When will it go off? How much time is remaining?  

   

Where is it located in the building?  
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What kind of bomb is it?  Or what does the bomb look like?  

   

What is your name and address?  

   

Let the person know that there are a lot of people there, and there will be injury or death  

Call Police at 911 or 707-528-5222 and Security at 707-483-4337 and relay information 
about threats. 

• Did the caller appear familiar with the building (by his/her description of the bomb 
location)?  

• Notify your supervisor immediately. 

• Initiate evacuation of the parking lot.  

• Write out the message in its entirety and any other comments on a separate sheet 
of paper and attach to this checklist and give to the first responders. 

• Wait for “All Clear” before re-entering the building.    
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Chemical Spill  
The following items are the located in the program office: 

• Spill Containment and Security Equipment: Operations Manager will supply 
information: Program Office 

• Personal Protective Equipment (PPE): Program Office 

• MSDS: Program Office 

 When a large chemical spill has occurred:  

Call 911 and leave the area 

• Immediately notify the Chief of Administrative Officer, Operations Manager or 
designee  

• Secure the area and alert other site personnel 

• Do not attempt to clean the spill unless trained to do so 

• Attend to injured personnel and call the medical emergency number, 911 or 707-
576-1365, if from a cell phone,   

• Call Operations Manager 707-308-4779  or the Fire Department to perform a large 
chemical (e.g., mercury) spill cleanup.  

• Leave area, as necessary.  

 

When a Small Chemical Spill has occurred:  

Leave the area and contact Chief Administrative Officer or designee or, Operations 
Manager, or supervisor 

• If toxic fumes are present, secure the area (with caution tapes or cones) to prevent 
other personnel from entering.  

• Only trained staff are authorized to attempt to clean any chemical spill, other than 
household solutions or powders.  
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SITE SAFETY COMMITEES 

Site Safety Committees 
Sam Jones and Safe Parking will have a combined Site Safety Committee. The Site Safety 
Committee will meet quarterly to review routine maintenance and planned service as well 
as emergency remediations and newly identified areas of concern. The work of these 
committees is to review all safety concerns, utilizing all sources of information to inform 
decisions about ongoing safety.  Some of the areas to be addressed include staff/client 
interactions, communications, training, supplies, emergency planning, facilities, 
operations, vehicles, and equipment in Catholic Charities programs.  

Structure:  
Meetings are held quarterly. Meeting invitations and solicitation of agenda items will be 
emailed out monthly by Director, Administration and Risk Management, who is the 
chairperson of the Site Safety Committees.  

The designated representative of all department teams is expected to attend the regularly 
scheduled Site Safety Committee meetings. 

• Each team representative is selected for their knowledge of their work areas and 
able to provide updates on actions taken and when needed, be able to speak with 
clarity about concerns their team has identified for review or alert with the safety 
committee.  

• Representatives will participate in the discussion as appropriate and provide 
feedback to their department teams.  

• All safety concerns that require elevation will be discussed at the Safety Steering 
Committee to ensure awareness by Catholic Charities Leadership of safety issues 
and for appropriate guidance, response, support, resourcing, and action.  

• Each representative will be given time during the meeting to update actions from 
the previous meeting or present new items to the committee. 

Reporting  
• Minutes from each meeting will be recorded by the designee of the Site Safety 

Committee Chairperson.  

• Any emergency concerns that have not been brought to leadership must 
immediately be brought to the attention of the appropriate Director.   

All Program Managers facilitating program meetings will be expected to have safety as a 
standing agenda item for discussion at all team meetings and supervisory sessions. 
Committee members are expected to bring all safety concerns to the meeting. Program 
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Managers are expected to report these safety concerns to the Operations Manager and/or 
report safety maintenance items using the Limbo work order request.   

Risk Management Committee 
The Risk Management Committee safeguards the safety of all CCNWC staff members and 
program participants through the promotion of best practice safety procedures and 
training across the organization.   
 
The Risk Management Committee membership includes the Chief Administrative Officer, 
Operations Manager, Directors, the IT Manager, and other staff members selected by the 
Committee.   The Operations Manager will be the Chairperson.  

The Risk Management Committee oversees the Site Safety Committees, reviews major safety 
issues identified by the Site Safety Committees and from other sources, assigns an 
accountable person or group to address safety issues, and follows up on implementation 
plans for addressing safety concerns and issues to improve safety and manage risk. 
 
Minutes will be published for each meeting indicating Action Items and persons 
responsible for completion and sent to all committee members and the Executive Team. 
  
Meeting Frequency and Timing: Quarterly on the fourth Friday of March, June, September 
and the first Friday of December. 

SAFETY INSPECTIONS 
Safety Inspections will be implemented by the Operations Manager and Chief 
Administration Officer. 
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CRISIS RESPONSE 
CCNWC Leadership will determine the process to initiate Crisis Management for 
emergencies to maintain critical functions. The top priorities are always life, safety, injury 
prevention, treatment, and health.   

Essential Services 
In the case of an extended crisis, the Executive Team will determine which positions are 
critical for operations and to maintain safety for our clients. Considerations will be made 
for those with specific personal needs to be able to leave during a crisis. 

Tier 1 Services are essential services.  At any time, staff coverage is needed for a Tier I 
service, Tier 2 and/or Tier 3 programs may be reduced, and staff may be reassigned to 
cover a Tier 1 program. 

The Chief Program Officer (CPO) is responsible for coordinating all program resources, 
including staff allocation and deployment, during emergencies to ensure continuity of 
services and the safety of clients and employees. This role is critical to maintaining 
effective operations and providing timely support during crisis situations. 

 

Tier 1 Programs Tier 2 Programs Tier 3 Programs 

• Sam Jones Hall 

• SR Safe Parking 
Program 

• Nightingale (Sonoma 
and Napa) 

• Caritas Family 
Center 

• Rainbow House 

• Palms Inn Office 

• Food Access and 
Distribution  

• Caring Voices 

• Housing Navigation 
& Location 

• Housing 
Stabilization 

o PSH Palms 

o PSH Caritas 
Homes  

o RRH 

• HOST 

• Caritas Drop-In 
Center 

• Disaster Services 

• Immigration 

• Caring Rides 
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• inRESPONSE • CalFresh Outreach 
and Nutrition 
Education 

• Youth and Family 
Services 
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CATHOLIC CHARITIES INCIDENT COMMAND CENTER 
 

Incident Commander 

(1) CEO   (2) CAO 
Safety and 
Security 
Officer 

(1) CPO 
(2) Division 

Director, 
Shelter 
and 
Outreach 

Operations 
Team 

(1) Operations 
Manager 

(2)  CAO 

Planning Team 

(1) Operations 
Manger 

(2) COA 

Logistics Team 

(1) Assistant 
Controller 

(2) Operations 
Manager 

Liaison 
Officer 

(1) CEO 
(2) CDO 

Finance and 
Admin 

(1) CFO 
(2) Controller 

Public 
Information 
Officer 

(1) CDO 
(2) CEO 

 

Duties:  

• Incident Commander: Appoints and empowers team leaders; sets tone and 
standards for response. Encourages teamwork and communications. Usually, the 
most senior employee is on site and able to respond.   

• Safety and Security Officer: Focuses on the safety of all staff and clients.    

• Operations Team: First aid, search and rescue, fire suppression, and securing the 
site.  

• Planning Team: Gathers information, thinks ahead, and keeps all team members 
informed and communicating.   

• Logistics Team: Finds, stores, and distributes resources (supplies and people)     

• Liaison Officer: Links to external partners and organizations to seek and offer 
support.    

• Finance/Admin Team: Tracks expenses, claims, and activities; is the record keeper 
for the incident.     

• Public Information Officer: Communicates with clients and the public.   
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APPENDICES 

Appendix I: Site Evacuation Map 
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Appendix II: Map to Nearest Hospital 
Providence Santa Rosa Memorial Hospital 
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Appendix III: Severe Wind Response and Tent Removal Plan 

Severe Wind Response and Tent Removal Plan 
Safe Parking Program 
12' x 20' QwikTop Tent 

Purpose 

This plan establishes procedures for monitoring weather conditions, suspending use of the 
tent, evacuating occupants, and safely dismantling the tent during severe wind events. The 
engineering documents state that the tent should be disassembled or the area evacuated 
when wind gusts of 50 mph or greater are anticipated. 

Weather Monitoring 

The Site Manager or designated staff member shall monitor National Weather Service 
forecasts daily, monitor real-time wind conditions during adverse weather events, 
subscribe to local weather alerts, and track forecasted sustained winds and gusts. 

Action Thresholds 

Level 1 (30-39 mph gusts): increase monitoring, inspect ballast and tie-backs, remove 
loose items, notify staff. 
 
Level 2 (40-49 mph gusts): suspend non-essential use, remove lightweight furnishings, 
prepare dismantling crew, notify occupants of potential closure. 
 
Level 3 (50+ mph gusts): immediately cease occupancy, evacuate all occupants, close the 
area to public access, and begin dismantling if conditions permit safe removal. 

Emergency Evacuation Process 

1. Announce tent closure. 
2. Direct occupants to an approved indoor shelter. 
3. Verify the tent is vacant. 
4. Establish a safety perimeter. 
5. Prohibit re-entry until approved by management. 
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Tent Dismantling Process 

Minimum Crew: Site Supervisor plus two trained staff members. 
 
Step 1: Secure area and remove furnishings. 
Step 2: Remove side attachments, signage, lighting, and accessories. 
Step 3: Release fabric tension gradually and remove the tent top from the leeward side. 
Fold and secure fabric immediately. 
Step 4: Disassemble frame members in a controlled sequence and lower sections 
progressively. 
Step 5: Remove tie-backs and ballast only after the frame has been dismantled. 
Step 6: Secure and store all materials. 

Safety Requirements 

Do not dismantle when winds make ladder use unsafe or components cannot be handled 
safely. If winds are already severe, evacuate, establish an exclusion zone, and wait for 
safer conditions before removal. 

Responsibilities 

Site Supervisor: monitor weather, initiate closure, direct evacuation, and authorize 
dismantling. 
 
Staff: assist with evacuation, establish the safety perimeter, remove furnishings, and 
assist with dismantling and storage. 

Documentation 

Record the date and time of activation, forecasted wind conditions, time of closure, time 
dismantling began and ended, and any damage or unusual conditions. 
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Appendix IV: Staff trained to help with rescue or emergency Medical 
Aid 
 

Position Name Phone Number  Email 
    
    
    

 

Appendix V: CCNWC list of Policies and Procedures for Safety 
Administration and Service Environment Policy and Procedures 

   

Appendix VI: Controlled Substance Disposal Process 
Controlled Substance Disposal Process 

The safe and appropriate disposal of pills, sharps, and controlled substances is of high 
importance for the staff and participants.  

NOTE: Always use latex/nitrile gloves when handling/disposing of any hazardous materials.   

Medical waste disposal will be picked up, treated, and disposed by a responsible provider. 

Sharps Disposal: When sharps are located or a client needs to dispose of sharps, they will be 
safely disposed of in a sharp’s container. Whenever possible, avoid coming into direct contact 
with the sharp. Either have the client place the sharp directly into the container or use a “trash 
grabber” to pick up the sharp and place it in the container.  

Note: Even though a sharp may appear to be capped and not dangerous, the needle may still be 
exposed.  

When the sharps container is full, close the lid. Once closed, the sharps container cannot and 
should not be opened again. Another container should always be available.   

https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet/SitePages/Administration-and-Service%20Environment-Policy-and-Procedures-(ASE)-(2025)-.aspx
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Appendix VIII: Naloxone Administration and Distribution 

ASE 5.0214: Naloxone Administration and Distribution Procedure 

 

Appendix IX:     Continuity of Operations                                                                                                         

      Continuity of Operations Plan 2026 

 

Appendix X: CCNWC Injury and Illness Prevention Program 

 

CCNWC Injury and Illness Prevention Plan  2026 

 

Appendix XI: Workplace Violence Prevention Plan 
 

CCNWC Workplace Violence Prevention Plan 

https://srcharities.sharepoint.com/sites/CatholicCharitiesSantaRosaIntranet/Shared%20Documents/Forms/AllItems.aspx?id=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FPolicy%20%28ASE%29%2FASE%2012%2E00%20Naloxone%20Administration%20and%20Distribution%20Policy%2E5%2E17%2E25%2Epdf&parent=%2Fsites%2FCatholicCharitiesSantaRosaIntranet%2FShared%20Documents%2F2025%20Policy%20and%20Procedure%2FService%20Delivery%20Administration%2FAdministration%20and%20Service%20Environment%20%28ASE%29%2FPolicy%20%28ASE%29&p=true&ga=1
https://srcharities.sharepoint.com/:b:/s/CatholicCharitiesSantaRosaIntranet/IQAJfq3SiMmBQobnFG1TFzHiAZhoaX0sFsOZ3aTxZZ5Bm9Q?e=zhtL8L
https://srcharities.sharepoint.com/:b:/s/CatholicCharitiesSantaRosaIntranet/IQCbQ9I1-H7DT54G3zBfg9lvAfkpdcTSIbIO91nIwk9nVS4?e=L2u6i5
https://srcharities.sharepoint.com/:b:/s/CatholicCharitiesSantaRosaIntranet/IQD31rT9WjKmSJs7BwhY9SOdAV82d-_q3rvlWQiV_jlluWw?e=8ZDsiM

	Safe Parking.Safety Manual.EAP.Final.8.26.26.pdf
	INTRODUCTION
	Local Emergency Numbers
	Emergency Contacts

	CCNWC SITES, ADDRESSES, AND PHONE NUMBERS
	GENERAL FACLITY SAFETY
	Communication Plan
	Controlled Egression and Ingression:
	Closed Facilities
	Client Security
	Keys and Key Cards

	Evacuation Plan

	Evacuation Strategy
	SAFETY GUIDELINES
	General Recommendations:
	Safety Reporting Guidelines
	Prevention is the best safety plan.

	Staff Safety Training:
	Handheld Radio Manual
	Hand-held Radio Procedure
	General information

	Radio Communication Guidelines:
	Making a Call
	Emergency Radio Calls

	Emergency Codes

	CLIENT FACING SAFETY PRACTICES
	General Guidelines
	In the case of a single employee meeting with a client, follow these guidelines even with a known client:

	In an Office:
	On Site
	Prior to the visit to spaces
	Interactions with others

	Unsafe Situations
	Driving

	CRISIS INTERVENTION
	The goals of Crisis Intervention are:
	De-Escalation of Conflict
	Verbal Conflict:
	If a participant expresses displeasure with another participant:
	If a verbal conflict is in process:
	DO NOT
	If the person is still in an aggressive state, back away, get to a safe place, and call 911

	After Resolution
	Physical Conflict


	WEAPONS PROCDURE
	MEDICAL INTERVENTION
	First Aide
	Medical Emergency Procedure
	CPR-AED
	AED Locations

	Alcohol and Drugs

	INFECTION PREVENTION and CONTROL
	Illness and Special Health Precautions

	MAJOR EMERGENCIES
	Fire Coming from OUTSIDE the Park
	Fire INSIDE the Parking Lot
	Call 911 and evacuate the parking lot, in a way that is safe and available.

	Shelter in Place Procedures
	Active Shooter Plan
	Site Designee(s):
	RUN
	HIDE/LOCKDOWN
	FIGHT
	Respond Appropriately When Law Enforcement Arrives


	Earthquake
	Bomb Threat
	Chemical Spill

	SITE SAFETY COMMITEES
	Site Safety Committees
	Structure:
	Reporting

	Risk Management Committee

	SAFETY INSPECTIONS
	CRISIS RESPONSE
	Essential Services

	CATHOLIC CHARITIES INCIDENT COMMAND CENTER
	APPENDICES
	Appendix I: Site Evacuation Map
	Appendix II: Map to Nearest Hospital
	Appendix III: Severe Wind Response and Tent Removal Plan
	Appendix IV: Staff trained to help with rescue or emergency Medical Aid
	Appendix V: CCNWC list of Policies and Procedures for Safety
	Appendix VI: Controlled Substance Disposal Process
	Appendix VIII: Naloxone Administration and Distribution
	Appendix IX:     Continuity of Operations
	Appendix X: CCNWC Injury and Illness Prevention Program
	Appendix XI: Workplace Violence Prevention Plan



