This guide contains specific Monterey
County Behavioral Health policies and
commonly accepted best practices on how
to respond to safety issues and
emergencies. The scope of this guide
includes issues such as work-place violence,
natural disasters, health emergencies, and
facilities issues. Responding to safety issues
and emergencies is not limited to reacting
to incidents as they occur or attending to
their aftermaths.
A comprehensive
response includes preparation before
incidents occur. The hope is that this guide
can provide the basis for a systematic and
comprehensive approach to responding to
safety issues and emergencies at work.
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INTRODUCTION

We provide services to individuals who are experiencing difficulties in their lives as a result of
mental health concerns. Although many of these individuals are on their road to recovery, they
may require some support along the way. For some, asking for help may be difficult and may
bring up many emotions. They may feel embarrassed, stigmatized, paranoid, frightened,
threatened, confused, stressed, or just unsure of how to get their needs met. At times,
circumstances of heightened stress or high acuity of mental health issues/symptoms may also
lead an individual to act in an aggressive or violent manner. It is important to be prepared to
support the individual while maintaining your safety. Your safety is important and being
prepared can make the difference.
Although workplace violence and personal safety are extremely important issues, we also have
to be aware that there many other types of emergencies that may occur while we are at work.
These include natural disasters, health emergencies, and safety hazards due to facilities issues.
These are also situations that we must be prepared to face and respond to in order to assist
those we serve and those who work with us.
HOW TO USE THE GUIDE
The first portion of this guide deals with the issue of safety, especially
workplace violence. The rest of the guide addresses other emergencies that
may occur at work, such as natural disasters, health emergencies, or safety
hazards in our facilities. The guide is built in a modular manner, in which each
section can be taken and used independently depending upon the incident.
However, the guide is most useful when reviewed in its entirety first in order
to understand the principles underlying the guide.
Each section of this guide includes a general discussion of the various types of workplace safety
or emergency incidents and many have an “ACTIONS” section, which is intened to provide you
with guidance on steps you can take during an incident. It is by no means intended to be
comprehensive list and is not the only way to appropriately respond. It is intened to be used as
a foundation to build on when responding to safety issues and emergencies. However, the
hope is that these “ACTIONS” in and of themselves can guide you through extremely stressful
situations, where creative problem solving might not be an available luxury in a middle of a
constantly changing, chaotic incident. Although these action steps are generally “universal,” it
remains vitally important to speak with your program manager, unit supervisor, and teammates
about specific procedures for your program and your work site.
Always use your best judgment and seek support early and often. Your safety and the safety of
others matter.
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THE IMPORTANCE OF POLICIES AND PROCEDURES TO SAFETY ISSUES & EMERGENCIES
Generally speaking, workplace policies and procedures detail expected behaviors and conduct at work
based upon statutes and best practices. Monterey County Behavioral Health policies and procedures on
safety contain expectations regarding workplace behavior and conduct that ensures staff’s health and
safety and maintains a supportive workplace. However, although safety policies and practices are in
place to guide staff’s conduct and behaviors when incidents occur, no one can predict every safety or
emergency situation that may arise. In addition to the appropriate implementation of our policies,
being prepared for the unexpected is equally important.
CURRENT SAFETY MEASURES, TRAINING, AND SUPPORT
There are some measures currently in place that help support safety in the workplace and responding to
emergencies. Some of these safety measures are site specific while others apply to most Behavioral
Health facilities. The safety measures are as follows:
 Secure entry to restricted work areas
o Front desk check in
o Key pad entry
o Key card entry
 Security may be available if at your particular work site.
Security often conducts routine checks and provides
support during crisis situations.
 Panic buttons
 Help buttons (located on telephones)
 Well-lighted work sites
 Safety Committees
 Vehicle safety
 Medical waste management
 Wellness programs
 Security Awareness Training (Information Technology)
 Information alerts from Behavioral Health Administration Risk Management
There are also several trainings and support processes in place to help prepare for and address safety
issues and emergencies. These are some examples of the available trainings and support processes:
 Non-Violent Crisis Intervention Training using Crisis Prevention Interventions (CPI)
o Ask your supervisor/manager if you have not attended or need a refresher CPI training course
 5150 assessment training
o Ask your supervisor/manager if you have not attended or need a refresher 5150 course
 MCBH Critical Incident Stress Management (CISM) Team debriefings: (831) 755-4111
o Request the operator connect you to the MCBH Crisis Team.
o Once connected to the Crisis Team, request a critical incident debriefing
 Collaborative Case Conferences (MCBH Policy 490)
o Contact QI at 831-755-4545 to schedule
 Employee Assistance Program (EAP) ):
o (800) 531-0200
o Staff can access EAP support at any time. No referral from your supervisor is required
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IMPORTANT CONTACT INFORMATION

One relatively easy but critical step to prepare for safety issues and emergencies is to have
access to a telephone and important contact numbers. Below are contact information for
various resources in Monterey and neighboring counties that might prove helpful in addressing
safety issues and emergencies.
911 – EMERGENCY SERVICES



Be aware that dialing 911 from a cellular phone can either
connect you to California Highway Patrol Emergency Dispatch
or the local county emergency services communications
center (aka County Communications, “County Comm”).
o Do not assume that you are automatically connected
to the local County Communications from your cell
phone.



Therefore, it is critical that you provide your current location
accurately and precisely at the beginning of the call to ensure
that emergency services respond to the correct location.
o NOTE: If you have limited opportunity to provide information to the dispatcher,
prioritize giving them your location so they can send response to the correct
place.
o Refer to section “when requesting back up from law enforcement” for further
details on what to say to the operator when asking for support.

MONTEREY COUNTY EMERGENCY SERVICES COMMUNICATIONS CENTER

(831) 755-5100
County Communications:
o Is responsible for dispatching the majority of emergency services in Monterey
County.
o Is where many 911 calls from landlines (regular telephones) and some mobile
phone calls go to.
o Can be contacted to request welfare checks.
o Can be contacted for any Animal Control related situations (i.e. feral animals;
animals presenting a safety issue or road hazard, etc.)
o Is also the point of contact during after-hours (after 5pm), weekends, or holidays
for Monterey County Child Protective Services (CPS) and Adult Protective
Services (APS). During business hours, contact the regular CPS or APS reporting
hotlines.
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LOCAL LAW ENFORCEMENT
California State University of Monterey Bay (CSUMB) Police Department:
o (831) 655-0268
Carmel Police Department:
o (831) 624-6403
Del Rey Oaks Police Department:
o (831) 394-9333
Gonzales Police Department
o (831) 769-8888
Greenfield Police Department
o (831) 674-5111
King City Police Department:
o (831) 385-8311
Marina Police Department:
o (831) 384-7575
Monterey County Sheriff Department:
o Salinas – (831) 755-3700
o Monterey – (831) 647-7702
o King City – (831) 385-8312
o Watsonville – (888) 385-8312
Monterey Police Department
o (831) 646-3814
Naval Postgraduate School Police
o (831) 901-6115
Pacific Grove Police Department
o (831) 647-7900
Presidio of Monterey Police Department
o (831) 242-7851
Salinas Police Department
o (831) 758-7321
Sand City Police Department
o (831) 394-6811
Seaside Police Department
o (831) 394-6811
Soledad Police Department
o (831) 223-5120
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LOCAL HOSPITALS/EMERGENCY ROOMS

Salinas
o Natividad Medical Center


(831) 755-4111



1441 Constitution Blvd, Salinas, CA 93906



http://www.natividad.com

o Salinas Valley Memorial Hospital


(831) 757-4333



450 East Romie Ln., Salinas, CA 93901



http://www.svmh.com

Monterey
o Community Hospital of the Monterey Peninsula


(831) 624-5311



23625 Holman Highway, Monterey, CA 93942



http://www.chomp.org

King City
o Mee Memorial Hospital


(831) 385-6000



300 Canal St., King City, CA 93930



http://www.meememorial.com

Watsonville (Santa Cruz County)
o Watsonville Community Hospital


(831) 724-4741



75 Nielson St. Watsonville, CA 95076



http://www.watsonvillehospital.com
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LOCAL FIRE DEPARTMENTS/STATIONS
















Aromas
o Cal Fire - Aromas: (831) 726-3130
Big Sur
o Big Sur Volunteer Fire Brigade:
(831) 667-2113
Bradley
o Cal Fire – Bradley: (805) 4722244
Carmel
o Cal Fire – Carmel Highlands:
(831) 624-2374
o Carmel Valley Fire Protection
District: (831) 624-5907
o Carmel-by-the-Sea Fire
Department: (831) 620-2030
o Mid-Coast Fire Brigade: (831)
625-8175
o Cal Fire BEU - Rio Road: (831)
624-4511
Carmel Valley
o Cachagua Fire Protection District:
(831) 659-7700
o Cal Fire – Tulacritos: (831) 6592626
Castroville
o North County Fire Protection
District of Monterey County:
(831) 633-2578
Gonzales
o Cal Fire – Gonzales: (831) 6783341
o Gonzales Volunteer Fire
Department: (831) 675-5000
Greenfield
o Greenfield Fire Protection
District: (831) 674-5484
King City
o Cal Fire – King City: (831) 3856437
o King City Fire Department: (831)
385-3281
Lockwood
o Cal Fire – Lockwood: (831) 3854443













Marina
o Marina Department of Public Safety:
(831) 884-1210
Monterey
o Cal Fire – Monterey: (831) 333-2600
o Carmel Highlands Fire Protection
District: (831) 333-2600
o Cypress Fire Protection District: (831)
333-2600
o Monterey Airport Fire Department:
(831) 648-7008
o Monterey Fire Department: (831)
646-3900
o Naval Postgraduate School Fire
Department: (831) 656-2334
Pacific Grove
o Pacific Grove Fire Department: (831)
648-3110
Pebble Beach
o Cal Fire – Carmel Hill: (831) 625-6415
o Cal Fire – Pebble Beach: (831) 3754204
o Pebble Beach Fire Department: (831)
375-4204
Salinas
o Salinas Fire Department: (831) 7587261
o Salinas Rural Fire Protection District:
(831) 455-1828
Seaside
o City of Seaside Fire Department:
(831) 899-6790
o Presidio of Monterey Fire
Department: (831) 424-7701
Soledad
o Correctional Training Facility Fire
Department: (831) 678-5550
o Soledad Fire Department: (831) 6782054
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PSYCHIATRIC CRISIS LINES

MCBH Crisis Team – Natividad Medical Center
o (831) 755-4111
o The MCBH Crisis Team is also the point of contact for MCHB’s Hostage
Negotiation Team (HNT) and Critical Incident Stress Management (CISM) Team
Community Hospital of Monterey Peninsula (CHOMP) Crisis Team
o (831) 625-4623
SUICIDE PREVENTION

Suicide Prevention Hotline: (877) 663-5433
Sunrise House Crisis Line for YOUTH: (831) 758-3302

DOMESTIC VIOLENCE

Domestic Violence Crisis Line: (831) 372-6300

SEXUAL ASSAULT/RAPE COUNSELING SERVICES

Monterey Rape Crisis Center: (831) 424-4357

AGENCIES FOR MANDATED REPORTING SITUATIONS

Monterey County Adult Protective Services (APS)
o Salinas: (831) 755-3403
o Peninsula: (831) 883-7565
Monterey County Child Protective Services (CPS)
o (831) 755-4661
Long-Term Care Ombudsman Program: (800) 233-4024

POST CRITICAL INCIDENT

MCBH Critical Incident Stress Management Team (CISM): (831) 755-4111
o Request the operator connect you to the MCBH Crisis Team. Once connected to
the Crisis Team, request a critical incident debriefing.
Monterey County Employee Assistance Program (EAP): (800) 531-0200
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GENERAL PRINCIPLES: REQUESTING SUPPORT EMERGENCY SERVICES
It may happen sooner for some, later for others, and regularly for a few but there will be occasion for all
of us to request support emergency services. Often times, simply following the emergency dispatcher’s
instructions and responding to their questions as asked would be the best way for us to get the help we
need where we need it and when we need it. However, the following are some tips that should help
facilitate the process when requesting assistance from emergency services.


For emergencies, dial 911
o Be aware that dialing 911 from a cellular phone can either connect you to California
Highway Patrol Emergency Dispatch or the local county emergency services communications
center (aka in Monterey as County Communications or “County Comm”).



For urgent or non-emergency calls, you can also contact the local
police department’s direct number or call Monterey County
Communications (831-755-5100).
o County Communications is the county agency that
dispatches all emergency and urgent services (e.g.,
police, fire, ambulance) in the Monterey County area.
o There are equivalent county communications agencies
for neighboring counties, such as Santa Clara, San Benito,
and San Luis Obispo County.



Speak clearly



LOCATION, LOCATION, LOCATION
o It is critical that you provide your current location accurately and precisely at the beginning
of the call to ensure that emergency services respond to the correct location.
o Provide exact house numbers and cross streets if possible. Well known landmarks near your
location are also useful.
o If you only have time to provide one piece of information to emergency dispatch, provide
them your LOCATION!



If time and the situation permits, also provide your name, position, and brief description of the
situation.
o For example, “My name is ____; I am a Social Worker with Monterey County Behavioral
Health. I am requesting a welfare check.”



Be prepared to provide information about the person you are calling about (name, description,
potential risks, etc.); this may also include information about the family, friends, etc.
o If you are providing a physical description of a person, it is helpful to organize it by
describing the person from head-to-toe (e.g., approximately 7’1”, 560lbs., curly dark hair,
long side burns, brown eyes).



For 5150 support, you may request a Crisis Intervention Trained (CIT) officer.



Stay on the phone if the dispatcher requests you to do so. Before ending the call, request the
expected time of arrival (ETA). If possible, remain in a safe place while you wait for police response.
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GENERAL PRINCIPLES: “KEEP CALM” AND PSYCHOLOGICAL PREPAREDNESS
Psychological preparedness is one of the most important components of a
systematic response to safety issues and emergencies. The following
information regarding psychological preparedness comes from the
Australian Psychological Society
(http://www.psychology.org.au/publications/tip_sheets/disasters/). It is
geared for responding to natural disasters but easily translates to other
workplace incidents.
KEEP CALM: IMPORTANCE OF BEING PSYCHOLOGICAL PREPARED
Being directly involved in any potential life-threatening emergency
situation can be genuinely terrifying…When people are under severe
stress they are usually not able to think as clearly as usual and this can
affect decisions and reactions. These are normal, although not always
helpful, response to life-threatening situations.
When people have a better understanding of their own likely
psychological responses in emergency situations this can help them to
feel more in control and better able to cope. Being psychologically
prepared can assist people to think more clearly and reduce the risk of serious injury and loss of life
or property. Being cooler, calmer and more collected can also be very helpful to…others who may
not be as well prepared psychologically for what is happening.
KEEP CALM: WHAT DOES BEING PSYCHOLOGICALLY PREPARED INVOLVE?
The Australian Psychological Society discusses the principle of stress inoculation as a means to prepare
psychologically for emergencies:
Psychologists use a term called ‘stress inoculation’ to assist people to prepare themselves
psychologically for emergencies, which in other words means planning to be better protected from
stress by working through the likely psychological reactions beforehand and learning strategies to
cope. These strategies ‘inoculate' people against being overly anxious or overwhelmed by their
emotional responses, and will help prevent being caught up in unhelpful thinking in an emergency
situation. Obviously this approach will work better with some [safety issues or emergencies] that
may be more frequent and to some extent more predictable, but the psychological principles can be
applied for any emergency.
The way people feel in highly stressful situations is strongly affected by the way they cope with the
signs of physical arousal (e.g., racing heartbeat, shortness of breath) and the thoughts that they are
having (e.g., ‘I can't cope'; ‘We're going to get badly hurt'). These reactions and thoughts can make
people feel anxious, hopeless or even angry, and while these feelings are understandable, they are
not very helpful in an emergency situation. Being psychologically prepared means that these natural
reactions to stress can be anticipated and managed to help people feel more in control and
confident.1

1

According to the Austrialian Psychological Society
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KEEP CALM: AFTER THE EMERGENCY HAS PASSED
CHECKING ON HOW YOU COPED
The Australian Psychological Society also suggest that after the disaster or threat has passed, it is helpful
to check whether identifying and managing your feelings and thoughts helped you feel being better
psychologically prepared and able to cope.
Were you able to:
 Anticipate how you might react?
 Identify emotional responses?
 Practice breathing more slowly and calmly?
 Use more helpful thoughts?
 Identify any psychological traps?
 Make decisions more easily and attend to the necessary practical tasks?

COPING WITH LOSSES AND DAMAGE
The following are suggestions from the Australian Psychology Society regarding how to cope with the
psychological impact of critical incidents, especially losses and damage:
 Trying to maintain a normal routine
 Spending time with people who care about you
 Giving yourself permission to experience some reaction to the distressing experience.
HELPING OTHERS TO COPE WITH THEIR FEELINGS
 Teach others the simple breathing exercises.
 Be sensitive and supportive to them, rather than judging. They may be feeling scared, anxious or
embarrassed if they are not coping as well as you.
 Encourage them to talk about how they are feeling with you.
 Assist them to find more helpful thoughts to say to themselves and others.
 Get people involved in occupying their time rather than worrying.
 Encourage them to take responsibility for a task that needs attending to.
KEEP CALM: SEEKING SUPPORT AND ASSISTANCE
If you are finding that you are struggling to cope, then you may benefit from some additional help. The
following resources are available to staff:
MCBH Critical Incident Stress Management Team (CISM): (831) 755-4111
o

Request the operator connect you to the MCBH Crisis Team. Once connected to the
Crisis Team, request a critical incident debriefing.

Monterey County Employee Assistance Program (EAP): (800) 531-0200
There will also be additional information regarding other available resources in the “Post Incident”
section of the guide.
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ACTIONS – KEEPING CALM AND PSYCHOLOGICAL PREPAREDNESS
The Australian Psychological Society indicates the following three main steps to being psychologically
prepared for an emergency:
1. Anticipate the anxiety and concerns that will arise.
2. Identify uncomfortable or distressing thoughts and feelings that may cause further anxiety.
3. Manage the responses so that the ability to cope remains as effective as possible.
An easy way to remember the skills involved in being psychologically prepared is to focus on AIMing for
psychological as well as emergency preparedness.
Step 1: Anticipating the psychological reactions leading up to an emergency
Expect that the situation will be highly stressful and think about how you usually react to stress.
Although these reactions are very natural they can get in the way of other necessary preparations. If
you understand your usual reactions you can learn ways to be better prepared to manage them when
they happen.
Step 2: Identifying the specific feelings and thoughts
It's important for people to tune into the specific feelings and thoughts they are having in response to a
threatening [situation], as this will help them to find ways to manage them. Notice what is happening to
your body and the physical sensations that tell you that you're feeling anxious. Try to focus in on the
frightening thoughts you may be having that are adding to the fear.
Remind yourself that strong bodily sensations and frightening thoughts are normal reactions to stress
but they are not helping you to stay calm and clearheaded. Don't get too critical of yourself though!
Step 3: Managing responses to the stress
In stressful situations, people can feel more in control through two strategies:
1. Slowing down breathing to help calm the physical arousal symptoms
2. Replacing frightening thoughts with more helpful ones (‘self-talk').
Learning to breathe and think more calmly
 To slow your breathing down, take smaller breaths and pause between breaths to space them out.
When you have breathed out slowly, hold your breath for a count of three before inhaling your next
breath. Sometimes people find it helps to breathe in through the nose and out through the mouth.
 While concentrating on breathing out slowly, say to yourself ‘Relax', or ‘Stay calm', or ‘It's OK, I'm
managing OK'. These are good words to use because they are associated with feeling relaxed and in
control.
 Try not to dwell on the bad things that might happen, but instead tell yourself that the calmer you
are, the better you'll be at managing exactly what needs to be done.
 Remember you need to be able to draw on your own strengths and survival resources and your
coping ability. It's important not to let unhelpful feelings and thoughts get in the way of careful and
well planned actions.
 Remind yourself that this is an emergency situation and that it's natural you are feeling anxious and
stressed. You cannot directly control what's happening but you can manage your responses in this
emergency and influence the impact on you and your family.
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GENERAL PRINCIPLES: EVACUATION
Each of our work sites should have established evacuation plans and procedures. The information
below contains general principles to help refine the plans and procedures in place.
The information below is synthesized from the “How to Plan for Workplace Emergencies and
Evacuations” publication from the US Department of Labor Occupational Safety and Health
Administration (OSHA). The publication can be found at this internet address:
https://www.osha.gov/Publications/osha3088.pdf
DECISION TO EVACUATE
In the event of an emergency, local emergency officials may order you to evacuate your premise. A
designated supervisor/manager or lead worker should be responsible for making the decision to
evacuate or shut down operations. Protecting the health and safety of everyone in the facility should be
the first priority. In the event of a fire, an immediate evacuation to a predetermined area away from the
facility is the best way to protect employees. On the other hand, evacuating employees may not be the
best response to an emergency such as a toxic gas release at a facility across town from your business.
EVACUATION ROUTES AND EXITS
Be aware of the primary and secondary evacuation routes and exits designated in your evacuation plan.
These should be clearly marked in the floor plans prominently posted at your specific facility indicating
the evacuation routes. If these floor plans are not prominently posted at your specific facility, please
speak with your supervisor and/or manager or contact QI at 831-755-4545.
ACTIONS – EVACUCATION: ACCOUNTING FOR ALL EMPLOYEES
Accounting for all employees following an evacuation is critical. Confusion in the assembly areas can
lead to delays in rescuing anyone trapped in the building, or unnecessary and dangerous search-andrescue operations. To ensure the fastest, most accurate accountability of all employees:
 Make sure to gather in the designated assembly areas during an evacuation;
 Make sure you are accounted for by the person responsible for taking a head count of
employees at the designated evacuation area.
 Inform those in charge if you are aware of any other employee or guest of the facility that was
at the facility at the time of the evacuation but is not present at the designated evacuation area
 Be aware of additional procedures for further evacuation in case the incident expands. This may
consist of going to an offsite area.
ACTIONS – EVACUATION: SHELTER IN PLACE WHEN EVACUATION IS NOT POSSIBLE
Sometimes "Shelter in Place" is used for emergencies for weather-related incidents such as hurricanes
and tornados. Also, if there is an emergency outside the building such as a gas leak, remaining in place is
safer.
1. In case of a weather-related incident, a basement is the best place to seek shelter. If there is no
basement, seek an interior hall or room away from windows.
2. Wait for signal from Emergency Coordinator to leave building.
3. List areas to be used for "Shelter in Place"
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SAFETY ISSUE: WORKPLACE VIOLENCE

The following information is from the United States Department of Labor Occupational Safety
and Health Administration (OSHA) website (https://www.osha.gov/SLTC/workplaceviolence/):
What is workplace violence?
Workplace violence is any act or threat of physical violence, harassment,
intimidation, or other threatening disruptive behavior that occurs at the work site.
It ranges from threats and verbal abuse to physical assaults and even homicide. It
can affect and involve employees, clients, customers and visitors.
WORKPLACE VIOLENCE: MONTEREY COUNTY POLICY

County Policy IIPP-32.0 is intended to provide a safe and secure working environment
reasonably free for its employees and the public. It is the policy of the County of Monterey that
acts or threats of violence or violent behavior, direct or implied, will not be tolerated in the
workplace. Employees found to be in violation of this policy will be subject to disciplinary
action, up to and including termination of employment.








Employees shall not engage in, encourage or promote acts of harassment, intimidation,
violence, threats, coercion, and abusive and/or assaultive behavior toward any person
while in the course and scope of employment.
Department management is prohibited from authorizing employees to carry weapons
while engaged in County business unless carrying a weapon is required by the job
classification of the employee and there are specific policies and procedures which
govern the use and/or display of the weapon.
“Weapons” are defined as firearms, chemical sprays, clubs or batons, and knives, and
includes any device, tool, chemical agent, or other implement capable of bodily harm if
it is used as a weapon or displayed in such a manner to cause harm or threaten a person
with harm.
Employees engaged in County business shall not carry self-defense weapons in violation
of any law or this policy.
o Employees who carry a legal self-defense weapon shall notify the department
head in writing of what type of weapon is being carried. Employees who carry
legal weapons for self-defense may be in violation of this policy and may be
subject to personal civil liability and legal prosecution in the event of: accidental
discharge or loss of the weapon; use, threat of use, or display of the weapon
while engaged in County business, or violation of any law related to carrying a
legal self-defense weapon while engaged in County business.
o Examples include but are not limited to: concealed weapon (handgun permit);
mace, pepper spray or other chemical agents; stun guns.
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ACTIONS – VIOLATIONS OF MONTEREY COUNTY WORKPLACE VIOLENCE POLICY
It is important to note that even though County Policy IIPP-32.0 focuses on forbidden employee
behaviors, its reporting requirements actually address behaviors by both employees and
members of the community on County premises. The reporting requirements are as follows:


All threatening comments, actions, or behaviors, direct, implied or actual, shall be taken
seriously, and shall not be dismissed merely as, “a prank”, “harmless”, “humorous”,
“blowing off steam” or “venting.”



Threatening statements or actions, or violent behavior at any County workplace where
County work is conducted shall be reported immediately to department supervision.
o Supervisors shall assure the incident is reported directly to the Department Head
immediately.



The department supervisor to whom an incident is reported shall promptly and fully
document the incident including employee name(s), date/time, location, incident
description, witness names and statements, description of unidentified parties,
description of the act(s) and/or behavior arising from the incident, action taken, and
provide any other relevant information regarding the incident using the Special Incident
form (MCBH policy 123).



Supervisor or management shall promptly take such steps as may be appropriate to
provide security for threatened persons. Appropriate actions may include
o Immediately placing an employee alleged to have made threats or engaged in
violent behavior on Administrative Leave, and having the person leave the
premises, pending investigation.
o Asking any threatening or potentially violent person to leave the site.
o Immediately contacting an appropriate law enforcement agency, if necessary, to
assure safety is maintained and removal of the offender from the work site, and
to determine if a violation of the law has occurred.
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SAFETY ISSUE: ENVIRONMENTAL FACTORS

Workplace safety also means being aware of the environmental factors. Some of these
environmental factors include how we set up our offices; how we control access to our
workplace; and our attentiveness to potential hazards in our everyday environment, including
the time of day and the season of the year.
ENVIRONTMENTAL FACTORS – WORKPLACE ACCESS
Although MCBH wants to promote a welcoming environment to its beneficiaries, there are
several extremely important reasons to monitor access to the workplace. MCBH staff regularly
handles confidential documents and receive sensitive verbal information from clients and other
providers. Ensuring workplace access protects the privacy and confidentiality of these
documents and information. In addition, workplace access also contributes greatly the safety
of our clinics as it gives us better awareness of who has access and what potential scenarios
might arise.
WORKPLACE ACCESS: UNSECURED DOORS
Eastern Kentucky University Police (http://police.eku.edu/elevator-safety) discusses on its
website a persistent issue that regularly affects our MCBH clinics. One of the most persistent
security issues in MCBH facilities is the propping open of doors (whether it is intentional or
inadvertent) that are intended to be closed and/or locked. According to the Eastern Kentucky
University Police, “Whenever a door that is supposed to be secured is propped open, the safety
and security of the whole building is compromised. A propped open door is an open invitation
for anyone to access the building…Propped doors also provide an easy route for the travel of
smoke and fire within a building.
ACTIONS – ENVIRONMENTAL FACTORS: UNSECURED DOORS AND WINDOWS
The Eastern Kentucky University Police provide the following guidelines regarding securing
doors and windows:
• After entering through a locked door, be sure the door relocks behind you. If the door does
not close and secure properly, speak with your supervisor and/or manager so they can work
with your site specific facilities team to address the issue.
• An open window provides another easy means to enter the building. Make sure you close
and lock all windows when you leave.
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WORKPLACE ACCESS: UNAUTHORIZED ACCESS
As a member of the MCBH staff, you should be familiar with the staff and clients who should
normally be within your workplace. Alert staff, supervisor(s), and manager(s) within your
workplace whenever you observe a person acting "suspiciously" or a person who is obviously
out of place.
ACTIONS - ENVIRONMENTAL FACTORS: UNAUTHORIZED ACCESS
The following are guidelines compiled from MCBH practices, the Department of Homeland
Security (http://www.dhs.gov/ensuring-building-security) and the Eastern Kentucky University
Police regarding actions to take to address the issue of unauthorized access into the workplace:
•

•
•
•

•
•
•

Control and monitor access to facilities other than waiting rooms
o This is particularly true of drug/medication storage areas
o Immediately report to management if non-authorized people are accessing the
medication rooms
o Complete a Health Department Special and/or Unusual Incident Report.
Wear your identification badge
Make every effort to protect the door access password when allowing visitors into the
restricted work areas.
Keep close track of your access card if you work in a location that requires a card to access
certain areas.
o Immediately report to management if an access card is lost
o Complete a Health Department Special and/or Unusual Incident Report.
Visitors much check-in at the front desk prior to entering the restricted work area.
Visitors should not be left alone in the restricted work area.
Be aware of any individuals that seem to be out of place;
o You may request identification from service or utility workers.
o If safe, contact people not wearing ID badges and see how you may assist them

ACTIONS - ENVIRONMENTAL FACTORS: BUILDING ELEVATORS

The Eastern Kentucky University Police (http://police.eku.edu/elevator-safety) provides the
following tips regarding elevator safety:
• Always stand near the control panel.
• If you suspect trouble or are attacked, push the alarm button and as many floor buttons as
possible so that the elevator will halt quickly, probably at the next floor.
• Do not get on an elevator with someone who makes you feel uncomfortable.
• If other passengers get off the elevator, leaving you with someone who makes you feel
uncomfortable, get off with the other passengers.
• Wait for another elevator or take the stairs.
• Allow other passengers to push the buttons for their floors first.

WORKPLACE CRITICAL INCIDENT GUIDE
Monterey County Behavioral Health
May 2014

P a g e | 20

ACTIONS - ENVIRONMENTAL FACTORS: OFFICE

The following guidelines are a mixture of MCBH specific experiences; information from the
Veteran Affair’s document on mental health facility design
(http://www.cfm.va.gov/til/dGuide/dgMH.pdf); and an article from the American Psychological
Association regarding office safety (https://www.apa.org/monitor/2008/04/clientviolence.aspx):
•

•
•

•

•

•

•
•
•
•

Arrange furniture to prevent entrapment of staff.
o Give yourself an out. Keep
Try to configure your
yourself closer to the door, so
office so the door is not
you can quickly exit if needed
o Furniture should be arranged
blocked by clients. Always
so that either client or service
look to arrange a space so
provider can exit the room
you can safely exit the
without having to pass in
office if a client becomes
front of each other
agitated.
o In the drawing to the right if
the client is sitting in a chair
with the red X, the staff member would still have access to the exit
Use minimal furniture in interview rooms or crisis treatment areas and ensure that it is
lightweight, without sharp corners or edges and affixed to the floor, if possible.
Be able to call for help
o If there's a serious risk of violence, notify someone and keep your door open slightly so
that your colleagues will hear if something bad starts to happen
Allow your colleagues to interrupt.
o Give your colleagues permission to "pop in" on a session where a client might be edging
toward agitation or violence
o The presence of another person sometimes helps calm things
Remove potential weapons.
o Don't have anything that could be turned into a weapon, such as a letter opener or
heavy paperweight, within a person’s easy reach.
Avoid working alone at night
o If you can, do not see clients when everyone else is gone
o And always, when you are working with a client with a potential for violence, make sure
someone else is around
Be aware of any confidential information in your office that may easily be seen by others.
Never give personal/confidential information about others to people visiting or calling.
Be aware of any personal information you may be discarding into the wastebasket.
Wear your employee badge to be more easily identified by other employees.
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ENVIRONMENTAL FACTORS: PARKING LOTS/STRUCTURES
The following are some information regarding parking lot safety from the Canadian Centre for Occupational Health
and Safety (http://www.ccohs.ca/oshanswers/psychosocial/violence_parking_lot.html):
WHY WORRY ABOUT PERS ONAL SAFETY IN A PARKING LOT?
Depending on its location, design, and time of day, parking lots can present a risk of workplace violence. The good
news is that there are basic safety principles that can increase safety to and from your car.

ACTIONS - USING A PARKING LOT
Always:
• Park near your building in a highly visible and well-lit area.
• Park near the parking attendant, if there is one, or near the stairs or a well-lit exit in an underground lot
• Use the main building entrance – avoid rear or secluded exits
• Keep your valuables, including purses and recent purchases, out of sight. Always lock them in the trunk if you
have to leave them in the car.
• Lock the doors and roll up windows once you are in the vehicle.

ACTIONS - WALKING TO AND FROM THE CAR AFTER DARK OR IN A HIGH RISK NEIGHBORHOOD
Always try to walk with a friend, co-worker, or a security officer. Give your escort a ride back to the main entrance
so they do not have to walk back alone.
If you have to walk alone:
• Have a co-worker watch you from a window.
• Wave to them on the way to your vehicle.
• Wave even if no one is watching to give the illusion that someone is watching you.
• Stay on well-lit streets, and in the center of the sidewalk. Stay away from hiding spots such as bushes,
doorways, alleys and parked cars. Cross the road if necessary.
Always be alert to your surroundings. Walk with confidence. Keep your head up
and look around. Look directly at people but do not stare at them. Trust your
instincts when you feel something is not right.
Do not:
• Dig in your purse or bag.
• Wear headphones or be distracted by a cell phone conversation.
• Carry heavy briefcases or bags that may get in the way.
• Carry any type of weapon, including pepper spray. Weapons can just as
easily be used against you and are illegal in some jurisdictions.

ACTIONS - APPROACHING YOUR CAR
Be prepared when you leave your business, or when you leave the car for work.
Have ready:
• Your keys to unlock the vehicle.
• Your keys or cardkey to unlock building doors.
• A whistle or other personal alarm.
Have the keys ready to unlock the door as you get near the vehicle or door. As you approach your car, look around,
inside, and even glance underneath for people who may be present. If you are suspicious, walk away. Go to a safe
place and call for help.
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ENVIRONTMENTAL FACTORS: WORKING AFTER HOURS

We occasionally face having to work after hours as we may be dealing with an emergency
situation regarding a client; finishing a visit we expected to end earlier but ran longer than
expected; or attempting to meet deadlines that we simply must meet. Working after hours is
often a manifestation of our dedication to our clients and to work. However, it is commonly
accepted in the safety field that working after hours does increase the possibility of a workplace
incident, such as risk of violence.
ACTIONS – WORKING AFTER HOURS

Our experiences at MCBH and Business and Legal Services (https://hr.blr.com/HR-news/HealthSafety/Violence-in-Workplace/11zaa02-After-Hours-Work-Safety) provide the following tips on
how to stay safe if working after hours:
 It's very important for you to let people know that you will be working outside of your
normal shift, whether you come in early or stay late.
o Let the security officer [if available at your work site] know you're on the
premises and where you'll be, especially if you won't be in your normal
workspace. It's also a good idea to let someone at home know.
o Inform your supervisor and/or program manager if you are dealing with an
emergency or a visit that will go past beyond your normal work hours
o Make arrangements with your supervisor and/or program manager as to who to
notify once you are leaving work
 Avoid being alone in the building, if at all possible.
o Avoid meeting with clients alone when everyone else is gone for the day.
o Never see a client with a potential for violence after-hours; ensure someone else
is around.
 Stay near a phone, especially if you have to be alone for any length of time.
 Never open the door to a stranger after hours.
 Lock the door to your office, especially if you are alone in the building.
 Let security [if available at your worksite] know when you leave, and let someone at
home know that you're on your way.
 Try to leave at the same time as someone else so that you can walk out together.
 Check your vehicle inside and out before you get in. Make sure no one is in the back
seat or hanging around the side opposite you. Lock the doors once you're inside.
 Finally, sit near the driver on public transportation.
 Make sure you…know what to do if you see a stranger wandering the halls after hours.
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ENVIRONMENTAL FACTORS: WORKING IN THE FIELD

Meeting individuals in the community is a commonplace occurrence in our work for many
reasons. Safety during field visits is just as important as safety in the office. Much like office
visits, field visits require your full awareness of your environment. It is crucial for staff members
to use their judgment regarding their safety when providing services in the community.
ACTIONS – ENVIRONMENTAL FACTORS: PREPARING FOR WORKING IN THE FIELD
The preparation we engage in prior to a field visit is equally as important as the safety practices
we engage in once we are in the field. Based on experiences of staff in MCBH, some issues to
consider as part of the preparation are:
 Review the client health record beforehand to determine
whether there is any significant risk of violence.
o Is there a history of aggressive or assaultive behaviors
o Is there a risk of weapons
o Is there a substance use/abuse concern
o Who else lives in the home
o Are there any gang affiliations for this individual
o Is there anything indicated in the Special
Considerations?
 Consider the surroundings of your destination, when possible.
o Is the location in an isolated area
o Is the client’s neighborhood one that is problematic
o Is this a area with gang involvement
o Is the area generally well lit
o Is there cell phone reception
 Time of day
o Set meetings earlier in the day
o Avoid late day meetings
o Avoid meeting after-hours
 Cell Phone/Emergency telephone numbers
o Take a cell phone to the meeting
o Ensure the cell phone has battery life
o Pre-program and print out all emergency telephone list
o Keep emergency telephone list in easy-to-reach location
 Let other know of your plan
o Discuss what your plan for this visit may look like
o Discuss any issues you may have about this client/family
o Develop a plan for your return
o Set up a plan for a check-in with the supervisor/colleague
o Bring someone with you
o Depending on the nature of the visit, ask support from law enforcement
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ACTIONS – ENVIRONMENTAL FACTORS: WORKING IN THE FIELD

The following are some action steps and guidelines from MCBH practices combined with those
utilized by the State of Kansas’ Department for Aging and Disability Services for community
visits ((http://www.aging.ks.gov/TCM/Tools/Safety%20Tips%20for%20TCMs.pdf):
 Have a game plan – know your surroundings, let someone know where you are going
 If a home visit presents significant safety risk consider alternative sites for visiting with
the client or take along a co-worker
 Trust your instincts - if you feel something is wrong you may need to leave and come
back another time with a co-worker or law enforcement
 Trust your instincts regarding impending danger - stay attuned to signals in your body
that suggest you are feeling anxious such as rapid heartbeat, cold sweat, dry mouth,
shaking, or upset stomach
 In rural areas, if you are unsure the house you are at is correct, pull up in your car
(keeping the doors locked) as far as possible and honk. When someone emerges you
can verify you are at the correct location before approaching the house
 Dress professionally but comfortably so you are capable of making quick exit if needed.
Wear comfortable shoes. Do not wear excessive jewelry. Avoid gang related colors.
 Leave valuable possessions at home. Do not make yourself a target
 Be sure you wear identification. Do not wear your ID on a cord around your neck as this
might be a choking hazard
 Be aware of your surroundings. Note entry to house, exits, dogs, cars and any
suspicious activity
 Call and ask the client and/or family comes out if there are unfamiliar dogs around.
 Park your car so you can pull out quickly if needed an and so you don’t get obstructed
from leaving; back into space or back into driveway
 Always move to the side of the door after you knock, never stand in front of the door
ACTIONS – ENVIRONMENTAL FACTORS: WORKING IN A CLIENT’S HOME











Ask for or wait for permission to enter the home
Familiarize yourself with the surroundings as you enter the premises, make sure you
remember the way back to the exit/entrance
Always ask if there is anyone else in the home
Have a seat in the home but do not sit back and relax
Visit with the customer in a room near an exit, if able
Choose a seat that does not put your back to any doorway
Be aware of your exits at all times – do not get trapped in a room
During a home visit never let the customer get between you and the door, in case of
problems
When you need to see other parts of the home, avoid situations that could result in the
customer being between you and the exit (let the customer go down a hallway first)
Keep keys in your hand during home visits, don’t leave them in your purse/pocket
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ACTIONS – ENVIRONMENTAL FACTORS: ADDITIONAL ISSUES TO CONSIDER IN THE FIELD

HISTORY OF DOMESTIC VIOLENCE
The following are issues to consider regarding the potential of domestic violence in the client’s home:
 Is the customer looking forward to the home visit or are they frightened or concerned about the
visit?
 Has the customer indicated it is not safe?
 Is the abuser in the home?
 Has there been recent violence?
HISTORY OF DRUG ABUSE
The following are issues to consider regarding the safety risks associated with a client’s history of drug
abuse:
•
•
•
•
•
•

Is the customer actively using?
Have there been convictions related to use or abuse of drugs?
Any indication of violent behavior?
Any indication of manufacturing?
There is a criminal history of the customer or anyone living in the home?
Was the conviction for a crime against a person or a property crime?

SIGNS OF DRUG USE OR MANUFACTURE:
The following are some signs to consider regarding the possibility
of drug use or manufacturing at the client’s resident:
 Smell of cat urine or ether
 Excessive security (guard dogs, covering of windows, etc.)
 Paraphernalia (special ventilation, garden hose in window,
lab equipment, glass pipes)
 Open sores on customer
 Large amounts of chemicals (cold tablets, lithium batteries,
starter fluid, drain cleaner, camping fuel, acetone, paint
thinner, brake cleaner, matchbooks, coffee filters, propane
tanks)

OTHER POTENTIALLY DANGEROUS SITUATIONS TO BE AWARE OF:







Known abusers in the home
Weapons are present and accessible
People are under the influence of alcohol or other drugs
People in the home start fighting
Unrestrained animals (maybe aggressive)
Holes in the walls that appear to be from fists
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SAFETY ISSUE: ASSESSING RISK OF VIOLENCE

Monterey County’s goal is to assure the safety of all clients and staff. In instances where there
is a threat to clients, staff or others, it is our practice to utilize Non-Violent Crisis Intervention.
These interventions are based on the Evidenced Based Practice Standards of the Crisis
Prevention Institute (CPI) for the safe management of disruptive and assaultive behavior. In
implementing the CPI protocol, it is our intent to intervene early and effectively in order to deescalate situations whenever possible. In the event that these strategies prove ineffective, it is
our intent to prevent potential harm to clients and staff by use of these techniques to avoid
personal injury if behavior escalates to a physical level.
When assessing for risk of violence, it is important to place violence in context. Keep in mind
that having thoughts of harming someone and having the intention and motivation to do so are
two different things. Thoughts of harm may occur for many of us, but intention refers to the
desire to act on those thoughts. Motivation refers to some payoff expected by acting on those
thoughts.
ASSESSING RISK OF VIOLENCE: POINTS TO KEEP IN MIND








Should a client become combative or assaultive,
reasonable steps may be employed to protect the client,
staff and others from injury
In no case should staff attempt to physically restrain a
client
Most of the time, violence is the response of a person
who feels that all other options are exhausted
Many times, the use of violence to respond to a
situation may be the only way the individual knows how
to gain control and influence of the situation
The difficulty to reason and loss of self-control may be
due to different reason, such as substance use,
psychiatric symptoms, severe stress, or other situations
The loss of self-control may often be accompanied by a
strong feeling of helplessness, powerlessness,
hopelessness, and fear
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ASSESSING RISK OF VIOLENCE: SIGNS OF A POTENTIAL ESCALATION

General Body
 Restlessness, shifting around, or pacing
 Muscle tension or tremors, jerky, and abrupt movements
 Facial Cues (muscle tension in the face, lowering the eyebrows, flared nostrils, flushed
color)
 Changes in breathing
 General puffing of the chest
 Non-direct aggressive gestures (like pounding the table with a fist)
 Direct aggressive gestures (shaking a fist at someone)
 Uncooperative behaviors
Speech Cues
 Language
 Listen for unusual stuttering, changes in the normal octave
 Pressured speech
 Sarcasm, challenging and angry statements, cursing
 Direct threats
 Abrupt changes in emotions
o disorientation
o persecutory ideas and suspicions
o perseveration on negative events and angry thoughts
o feelings of hopelessness
ACTIONS – ASSESSING RISK OF VIOLENCE



If feeling unsure or unsafe, do not meet with that individual alone



Ask for support from a colleague or supervisor, when you feel unsure or unsafe



Notify someone of your concerns



Ask someone to remain vigilant or stay nearby during your meeting with the individual



Ensure you have an escape route



Remain calm



Keep a relatively safe distance, whenever possible



In the event that a client initiates combative/assaultive aggression, call or ask someone
to call for law enforcement and security
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ACTIONS – WHEN ESCALATION/AGGRESSION OCCURS



Have someone standby for help, when possible



Remain calm when speaking with the individual. Speak in a soft and gentle voice



Validate their feelings as much as you can in short and succinct statements



Demonstrate attentiveness and understanding with empathic nods as they talk about their
needs



When possible, isolate the individual. Ask the individual to come to an office to discuss the
problem; or have someone clear others from the area



Avoid power struggles. This may mean that you bring others in



Pay attention to your own feelings and try to remain as relaxed as possible



Move slowly, and breathe slowly and deeply to keep your cool



Do not turn your back to the person



Stand at a safe distance. Try standing at a 45 degree angle to them and maintaining a
minimum of an arm’s length distance away from the client



Do not attempt to physically restrain any client

•

Do not get between family members who are angrily confronting each other



Establish code words to be used on the telephone to alert supervisors that you are in a
threatening position

SHIFT TO PROBLEM-SOLVING
• Allow the individual to simply "vent" their anger verbally, especially if the above appears not
to be working. Do not challenge or confront

•

Have someone standby for help, when possible

•

Encourage the person to talk about what progress they have made

•

Encourage the person to talk about what would help make things better at the moment

•

Encourage the person to talk about what type of help (if any) they need in that moment to
achieve their goals- right now

•

You may need to make the client aware of their escalating behavior. Empathically, reflect to
the person you see them becoming distressed and are concerned about them; reiterate the
limits in place, with assurance and firmness (e.g., "Mr. Rogers, I understand that you are
upset and I am here to try and help")

•

You might ask them what they need to help them control their temper; they might need a
"time out" to collect their thoughts, to write down their thoughts, to contact a person they
trust

•

Demonstrate empathy toward the individual (“I can understand what that might be like”)

•

Set firm and consistent limits that you can enforce

WORKPLACE CRITICAL INCIDENT GUIDE
Monterey County Behavioral Health
May 2014

P a g e | 29

SAFETY ISSUE: THREATS WITH WEAPONS
Although this is a scenario we never hope to have deal with, it is an unfortunately possibility in
any workplace. As with any other safety issue, it is something that we should acknowledge and
be aware of but also one that should not prevent us from doing the good work that we provide
to the community.
ACTIONS – THREATS WITH WEAPONS
The United States Department of Homeland Security
recommends the following action steps to address threats
made by someone with a weapon
(http://www.dhs.gov/ensuring-building-security):
•Stay calm and quietly signal for help.
•Maintain eye contact with weapon carrier.
•Stall for time and speak calmly to the perpetrator.
•Keep talking, yet follow instructions from the person who
has the weapon.
•Don't risk harm to yourself or others.
•Never attempt to grab the weapon.
•Watch for a possible chance to escape to a safe area.
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SAFETY ISSUE: BOMB THREATS
The following is information from Bomb Threat Call Procedures developed by the United States
Department of Homeland Security (DHS):
Most bomb threats are received by phone. Bomb threats are serious until proven otherwise.
Act quickly, but remain calm and obtain information (utilizing the checklist below):
 Where is the bomb located?
 What will make it explode?
 When will it go off?
 Did you place the bomb?
 What does it look like?
 Why?
 What kind of bomb is it?
 What is your name?

ACTIONS – BOMB THREAT S
The US DHS recommend the following actions for bomb threats:
A. If a bomb threat is received by phone
1) Remain calm. Keep the caller on the line for as long as possible. DO NOT HANG UP, even if the
caller does.
2) Listen carefully. Be polite and show interest
3) Try to keep the caller talking to learn more information
4) If possible, write a note to a colleague to call the authorities or, as soon as the caller hangs up,
immediately notify them yourself
5) If your phone has a display, copy the number and/or letters on the window display
6) Write down as much detail as you can remember. Try to get exact words. A checklist of
information to record include:
a. Date
b. Time
c. Time caller hung up
d. Phone number where call received
e. Responses to the questions from
f. Exact words of threat
above (see previous section)
g. Information about caller
B. If a bomb threat is received by handwritten note
1) Inform site supervisor and/or manager and call County Communications (755-5100) or 911 to
report the threat to local law enforcement
2) Handle note as minimally as possible
C. If a bomb threat is received by email
1) Inform site supervisor and/or manager and call County Communications (755-5100) or 911 to
report the threat to local law enforcement
2) Do not delete the message
DO NOT:
 Use two-way radios or cellular phone; radio signals have the potential to detonate a bomb
 Evacuate the building until police arrive and evaluate the threat
 Activate the fire alarm
 Touch or move a suspicious package
ONLY EVACUATE WHEN CLEARED BY POLICE TO DO SO!
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SAFETY ISSUE: SUSPICIOUS PACKAGES
Many of our Behavioral Health facilities regularly receive packages. We also often find bags and
packages left in our common areas, typically accidentally left there. As routine as these situations are,
we must stay alert for packages that may seem suspicious as these may pose a serious threat.
Two types of fairly threats that may be contained in suspicious packages are bombs and hazardous
materials (either chemical or biological in nature). According to the US Dept. of Homeland Security
(DHS), some potential signs of suspicious packages include:
 Rigid or bulky
 No return address
 No postage
 Lopsided or uneven
 Excessive postage
 Wrapped in string
 Poorly handwritten
 Generic or incorrect titles
 Badly written or misspelled labels
 Strange odor
 Foreign writing, postage, or return address
 Leaks, stains, powders, or protruding materials
 Missing, nonsensical, or unknown return
 Ticking, vibration, or other strange sounds
address
 Incorrect titles
 Unexpected delivery

ACTIONS – SUSPICIOUS PACKAGES
The US DHS provided the following procedures on how to address suspicious packages. Although it
indicates mail piece(s) and substances, it could also be applied to suspicious package(s)/object(s).
1. Leave the mail piece or substance where it was found. Do not disturb. Do not try to clean up the
substance
2. Clear the immediate area of all persons and keep others away
3. Instruct people in the immediate area to wash hands and other exposed skin with soap and
water
4. Direct these people to a designated area away from the substance to await further instructions
5. List the names of the persons in the immediate area of the mail piece or substance
6. Cordon off the immediate area
7. Shut down all equipment in the immediate area and the HVAC systems (heating, ventilation, and
air conditioning)
8. If possible without disturbing the mail piece or substance, document:
a. Location of mail piece or substance
b. Description of substance
c. Description of mail piece (markings, labels, declaration,
postage
d. Addressee’s name and address
e. Mailer’s name and address
9. Contact and pass information to the appropriate agency
10. Take actions and make appropriate notifications as directed or as
published in your local emergency plan
If you suspect the suspicious package is a bomb, DO NOT:
 Use two-way radios or cellular phone; radio signals have the potential to detonate a bomb
 Evacuate the building until police arrive and evaluate the threat
 Activate the fire alarm
 Touch or move a suspicious package

WORKPLACE CRITICAL INCIDENT GUIDE
Monterey County Behavioral Health
May 2014

P a g e | 32

EMERGENCY: FIRE
According to the United States Fire Administration (USFA) and Federal
Emergency Management Administration (FEMA), “More than 3400
Americans die each year in fires, and approximately 17, 500 are
injured.”
USFA and FEMA strongly advocate a fire escape plan. They indicate,
“…time is the biggest enemy and every second counts! Escape plans
help you get out of your [facility] quickly. In less than 30 seconds a
small flame can get completely out of control and turn into a major
fire.”
USFA and FEMA provided the following special considerations when dealing with fire:


Immediately leave the facility
When a fire occurs, do not waste time saving property. Take the safest exit route, but if
you must escape through smoke, remember to crawl low, under the smoke and keep
your mouth covered. The smoke contains toxic gases which can disorient you or, at
worst, overcome you.



Never Open doors That are Hot to the Touch
When you come to a closed door, use the back of your hand to feel the top of the door,
the doorknob, and the crack between the door frame to make sure that fire is not on
the other side. If it feels hot, use your secondary escape. Even if the door feels cool,
open it carefully. Brace your shoulder against the door and open it slowly. If heat and
smoke come in, slam the door and make sure it is securely closed, then use your
alternate escape route



Designate a Meeting Place Outside and Take Attendance
Designate a meeting location away from the home, but not necessarily across the street.
For example, meet under a specific tree or…front sidewalk to make sure everyone got
out safely and no one will be hurt looking for someone who is already safe.



Once Out, Stay Out
Remember to escape first, then notify the fire department using the 911 system or
proper local emergency number. Never go back into a burning building for any reason.
Teach children not to hide from firefighters. If someone is missing, tell the firefighters.
They are equipped to perform rescues safely.
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FIRE: MULTI-STORY FACILITIES
In case your facility is more than one floor, the National Fire Protection Association
(www.nfpa.org) provides the following tips for escape planning in tall buildings (some of which
applies to any type of facility):














Know the plan
Make sure that you're familiar with your building's evacuation plan, which should
illustrate what [occupants] are supposed to do in the event of an emergency. The
evacuation plan should be posted in places where all [occupants] can see and review it,
and the building management should hold a fire drill with occupants at least once a
year. Most states also require that buildings periodically test their fire safety systems as
well. Be sure to participate when your building drills take place.
Practice is key
Whether your building has one floor or 50, it's essential that you are prepared to
respond to a fire alarm. Identify all of the exits in your building and if you are using an
escape planning grid, mark them on your escape plan. Make sure to mark the various
stairways too, in case one is blocked by fire.
Never use the elevator
In case of fire, always use the stairs to get out, never the elevator. Make sure to practice
using the stairs as part of your escape plan. If someone…has difficulty climbing down
steps, make sure to incorporate a contingency for this into your plan.
Stay low
Smoke from a fire is toxic and deadly no matter what kind of structure you live in. When
you hold your fire drill, everyone should practice getting low and going under the smoke
to the exit. In the event of a fire, if both stairwells are filled with smoke, stay in your
apartment and wait for the firefighters.
Seal yourself in for safety
If you can't exit an apartment building due to smoke or fire in the hallway, call the fire
department to report your exact location and gather in a room with a window to await
their arrival. Close all doors between you and the fire. Use duct tape or towels to create
a seal around the door and over air vents in order to keep smoke from coming in.
Stay by the window
If possible, you should open your windows at the top and the bottom so fresh air can
get in. Don't break the window - if smoke enters the room from outside the building,
you won't be able to protect yourself.
Signal to firefighters
Wave a flashlight or light colored cloth at the window to let the fire department know
where you are located.
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ACTIONS - FIRE
Also view MCBH Policy 445 for additional information.

FIRE: BASIC PROCEDURE
Natividad Medical Center recommends the following basic fire emergency procedure and this can be
applied to any of our facilities:
 In the event of a fire alarm, "RACE":
o R: Remove anyone from immediate danger
o A: Activate the building fire alarm system and call 911
o C: Confine the fire by closing all windows and doors
o E: Evacuate, leave the building
 Extinguish the fire, if it can be done safely
o If the fire is small and you know you can put it out quickly and safely, do so using available
resources.
o Otherwise, do not attempt to extinguish the fire.
o Shut the door and leave it closed.

FIRE: HOW TO SURVIVE A BUILDING FIRE
The following are procedures suggested by Environmental Health and Safety at the University of North
Carolina (http://ehs.unc.edu/fire/procedures.shtml) that can also easily apply to our facilities:
1. Crawl If There's Smoke
2. Feel Doors Before Opening
3. Go To The Nearest Exit
4. Always Use An Exit Stair, Not An Elevator
5. Close Doors
6. Use a fire extinguisher if the fire is very small and you know how to use it safely
7. If you are on fire - Stop, Drop and Roll
8. If You Get Trapped
a. Close the door
b. Seal cracks
c. Open the windows if safe
d. Signal for help and phone 911
e. Don't jump; the fire department will reach you

FIRE: IF YOU ARE PHYSICALLY IMPAIRED
1. If you are disabled (even temporarily), you should do the following:
a. Learn about fire safety
b. Plan ahead for fire emergencies
c. Be aware of your own capabilities and limitations
2. Look for "areas of refuge" like stair enclosures or other side of corridor fire doors. Elevators are
not safe during fires. Sometimes it may be safer to stay in your room. Follow the advice for
being trapped.
3. If there is an immediate threat to safety, ask others near you for assistance. If no help is
available, seek refuge in a room with a window or stairway. If possible, call "911" to report your
location and receive instructions from the Emergency Operator.

WORKPLACE CRITICAL INCIDENT GUIDE
Monterey County Behavioral Health
May 2014

P a g e | 35

EMERGENCY: EARTHQUAKES
Below are recommendations from Earthquake Country Alliance (http://www.earthquakecountry.org/).
EARTHQUAKES: PREPARE
Before the next big earthquake we recommend these steps that will make you, your family, or your
workplace better prepared to survive and recover quickly:
Secure your space by identifying hazards and securing moveable items.
 Move heavy or large items to the floor or low shelves.
 Move things that can fall on you away from where you spend a lot of time.
 Move heavy or unstable objects away from doors and escape routes.
Plan to be safe by creating a disaster plan and deciding how you will communicate in an emergency.
Practice "drop, cover, and hold on." (See Step 5)
Identify safe spots in every room, such as under sturdy desks and tables.
Learn how to protect yourself no matter where you are when an earthquake
strikes.





Organize disaster supplies in convenient locations.
EARTHQUAKES: SURVIVE AND RECOVER
During the next big earthquake, and immediately after, is when your level of preparedness will make a
difference in how you and others survive and can respond to emergencies:
Drop, Cover, and Hold On when the earth shakes.
 DROP onto your hands and knees (before the earthquake knocks you down).
This position protects you from falling but allows you to still move if
necessary.
 COVER your head and neck (and your entire body if possible) under a sturdy
table or desk. If there is no shelter nearby, only then should you get down near an interior wall (or
next to low-lying furniture that won't fall on you), and cover your head and neck with your arms and
hands.
 HOLD ON to your shelter (or to your head and neck) until the shaking stops. Be prepared to move
with your shelter if the shaking shifts it around.
Improve safety after earthquakes by evacuating if necessary, helping the injured, and preventing further
injuries or damage.
 The moment the ground stops shaking it is important take action quickly and safely. Evacuate
to higher ground if a tsunami is possible. If not, check for injuries and damages that need
immediate attention. Use your training in first aid to assist those in need. Look around your
environment to identify any new hazards such as leaking gas lines, damage to the building,
water or electric lines, or other things that may be dangerous, especially if there are aftershocks.
Be prepared to report damage to city or county government.
 First take care of your own situation. Remember your emergency plans. Aftershocks may cause
additional damage or items to fall, so get to a safe location.
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POST INCIDENT
What we do after a critical incident or emergency is equally as important as what we in preparation
before the incident and in response during the incident. The following information is synthesized from
the American Red Cross website (http://www.redcross.org/find-help/disaster-recovery/recoveringemotionally)

POST INCIDENT: STAYING SAFE IN THE IMMEDIATE AFTERMATH
Although each type of [emergency] brings its own unique challenges, the steps listed here are applicable
to many different situations you may face.
 Check the area around you for safety. In the case of biological, chemical or radiological threats,
listen for instructions on local radio or television stations about safe places to go.
 Have injuries treated by a medical professional. Wash small wounds with soap and water. To help
prevent infection of small wounds, use bandages and replace them if they become soiled, damaged
or waterlogged.
 Some natural hazards, like severe storms or earthquakes, may recur in the form of new storms or
aftershocks over the next several days. Take all safety precautions if the hazard strikes again. For an
earthquake aftershock, remember to DROP, COVER and HOLD ON just like you did during the initial
earthquake.
 Avoid using the telephone (cellular or landlines) if a large number of homes [and structures] in your
area have been affected by a disaster. Emergency responders need to have the telephone lines
available to coordinate their response. During the immediate post-disaster time period, only use the
telephone to report life-threatening conditions and call your out-of-town emergency contact.
 Remain calm. Pace yourself. You may find yourself in the position of taking charge of other people.
Listen carefully to what people are telling you, and deal patiently with urgent situations first.
 If you had to leave your [facility], return only when local authorities advise that it is safe to do so.
Also, be sure to have photo identification available, because sometimes local authorities will only
permit people [who have good reason] in a disaster-affected area back into the area.
 Except in extreme emergencies or unless told to do so by emergency officials, avoid driving during
the immediate post-disaster period. Keep roads clear for rescue and emergency vehicles. If you must
drive, do not drive on roads covered with water. They could be damaged or eroded. Additionally,
vehicles can begin to float in as little as six inches of water. Vehicles such as trucks and SUVs have
larger tires and are more buoyant. However, even though these vehicles are heavier than a standard
sedan, the buoyancy caused by the larger amount of air in their tires actually makes these vehicles
more likely to float in water than smaller vehicles.
 If the disaster was widespread, listen to your radio or television station for instructions from local
authorities. Information may change rapidly after a widespread disaster, so continue to listen
regularly for updates. If the power is still out, listen to a battery-powered radio, television or car
radio.
 If the area was flooded and children are present, warn them to stay away from storm drains,
culverts and ditches. Children can get caught and injured in these areas.
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POST INCIDENT: RECOVERING EMOTIONALLY
Emergencies are upsetting experiences for everyone involved…even the people that others look up to for guidance
and assistance is entitled to their feelings and deserves support throughout the recovery process.

EMOTIONAL RESPONSES TO DISASTERS
When we experience a disaster or other stressful life event, we can have a variety of reactions, all of
which can be common responses to difficult situations. These reactions can include:
 Feeling physically and mentally drained
 Arguing more with family and friends
 Having difficulty making decisions
 Feeling tired, sad, numb, lonely or worried
 Becoming easily frustrated more frequently
 Experiencing changes in appetite or sleep
Most of these reactions are temporary and will go away over time. Try to accept whatever reactions you
may have. Look for ways to take one step at a time and focus on taking care of your disaster-related
needs and those of your family.
RECOVERY TAKES TIME
Getting ourselves and our lives back in a routine that is comfortable for us takes time.
 Take care of your safety. Find a safe place to stay and make sure your physical health needs and those of your
family are addressed. Seek medical attention if necessary.
 Limit your exposure to the sights and sounds of [critical incidents, especially in different media]
 Eat healthy. During times of stress…maintain a balanced diet and drink plenty of water.
 Get some rest. Giving your body and mind a break can boost your ability to cope with the stress
 Stay connected with family and friends. Giving and getting support is extremely important.
 Be patient with yourself and with those around you. Recognize that everyone is stressed and may need some
time to put their feelings and thoughts in order. That includes you!
 Set priorities. Tackle tasks in small steps.
 Gather information about assistance and resources that will help you & your family meet your needs.
 Stay positive. Remind yourself of how you’ve successfully gotten through difficult times in the past. Reach out
when you need support, and help others when they need it.

WHEN THE CHALLENGES ARE ONGOING
Many people have experience coping with stressful life events and typically feel better after a few days. Others
find that their stress does not go away as quickly as they would like and it influences their relationships with their
family, friends and others.
If you find yourself or a loved one experiencing some of the feelings and reactions listed below for two weeks or
longer, this may be a sign that you need to reach out for additional assistance.
 Crying spells or bursts of anger
 Increased physical symptoms such as headaches or
 Difficulty eating
 Fatigue
 Difficulty sleeping
 Feeling guilty, helpless or hopeless
 Losing interest in things
 Avoiding family and friends
For assistance in these situations, you can contact:
MCBH Critical Incident Stress Management Team (CISM): (831) 755-4111
o Request the operator connect you to the MCBH Crisis Team. Once connected to the Crisis Team,
request a critical incident debriefing.
Monterey County Employee Assistance Program (EAP): (800) 531-0200
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POST INCIDENT: UNUSUAL INCIDENT REPORT

Attending to the safety and well-being of those involved in a safety related incident or
emergency is the most immediate concern. Once all appropriate steps are taken to address the
immediate aftermath of a critical incident, it is also extremely important a Monterey County
Health Department Unusual Incident Report be completed. Timely reporting of critical and
other unusual incidents is crucial as it allows timely analysis and change in response to critical
incidents. Incidents that MUST be reported include, but are not limited to:
Physical injury staff, clients, family members at MCBH facilities
or in the community while engaged in an MCBH activity
Tarasoff reports
Threats to staff members
Client death
Car accidents, whether or not there was any property damage
Theft of staff’s personal belongings
Vehicle theft (police report should also be made)
HIPAA violations- breach of Personal Health Information (PHI)
Electronic hacking
See MCBH Policy 123 and Monterey County Health Department Policy 20-3 for more
information.
ACTIONS – UNUSUAL INCIDENT REPORT
Inform unit supervisor and/or program manager of the incident immediately.
Complete the Unusual Incident Report form with as much detail as possible.
Provide completed Unusual Incident Report form and other relevant documents (e.g., police
reports) to unit supervisor and/or program manager.
Unit supervisor(s) and/or program manager(s) should fax the Unusual Incident as soon as
reasonably possible to:
o Monterey County Behavioral Health Director’s Office at (831) 755-4980
o Monterey County Behavioral Health Quality Improvement at (831) 755-4350
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POST INCIDENT: SPEAKING WITH THE MEDIA

Per MCBH Policy 310:
The Behavioral Health Administration is solely
responsible for the release of public information and
outreach with the news media concerning this
department. Any and all inquiries should be referred to
the Program Managers. No statements, letters, emails,
or phone interviews will be held by staff and the news
media.
The policy also indicates:
Under no circumstances will staff provide any
information regarding consumers to the media.
No filming of the interior of the office will be allowed
as it may inadvertently violate a consumers’ right to
privacy (refer to MCBH Policy 301).
ACTIONS – SPEAKING WITH THE MEDIA
Do not make any statements to the media.
Refer all questions from the media to your Services Manager or Behavioral Health
Administration.
o

Behavioral Health Administration can be reached at 831-755-4510

Do not disclose any client PHI.
Write down the caller’s or person’s information.
Notify a Supervisor or Manager immediately.
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APPENDIX
EVACUATION: ISSUES FOR SUPERVISORS, MANAGERS, AND/OR ADMINISTRATORS
A disorganized evacuation can result in confusion, injury, and property damage. That is why when
developing your emergency action plan it is important to determine the following:
 Conditions under which an evacuation would be necessary;
 A clear chain of command and designation of the person in your business authorized to order an
evacuation or shutdown. You may want to designate an “evacuation warden” to assist others in
an evacuation and to account for personnel;
 Specific evacuation procedures, including routes and exits. Post these procedures where they
are easily accessible to all employees;
 Procedures for assisting people with disabilities or who do not speak English;
 Designation of what, if any, employees will continue or shut down critical operations during an
evacuation. These people must be capable of recognizing when to abandon the operation and
evacuate themselves; and
 A system for accounting for personnel following an evacuation. Consider employees’
transportation needs for community-wide evacuations.
EMERGENCY AND EVACUATION COORDINATOR
When drafting your emergency action plan, you may wish to select a responsible individual to lead and
coordinate your emergency plan and evacuation. It is critical that employees know who the coordinator
is and understand that person has the authority to make decisions during emergencies. The coordinator
should be responsible for the following:
 Assessing the situation to determine whether an emergency exists requiring activation of your
emergency procedures;
 Supervising all efforts in the area, including evacuating personnel;
 Coordinating outside emergency services, such as medical aid and local fire departments, and
ensuring that they are available and notified when necessary; and
 Directing the shutdown of operations when required.

EVACUATION WARDENS
In addition to a coordinator, you may want to designate evacuation wardens to help move employees
from danger to safe areas during an emergency. Generally, one warden for every 20 employees should
be adequate, and the appropriate number of wardens should be available at all times during working
hours. Employees designated to assist in emergency evacuation procedures should be trained in the
complete workplace layout and various alternative escape routes. All employees and those designated
to assist in emergencies should be made aware of employees with special needs who may require extra
assistance, how to use the buddy system, and hazardous areas to avoid during an emergency
evacuation.
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EVACUATION ROUTES AND EXITS
When preparing your emergency action plan, designate primary and secondary evacuation routes and
exits. To the extent possible under the conditions, ensure that evacuation routes and emergency exits
meet the following conditions:
 Clearly marked and well lit;
 Wide enough to accommodate the number of evacuating personnel;
 Unobstructed and clear of debris at all times; and
 Unlikely to expose evacuating personnel to additional hazards.
If you prepare drawings that show evacuation routes and exits, post them prominently for all employees
to see.
ACCOUNTING FOR ALL EMPLOYEES FOLLOWING AN EVACUATION
Accounting for all employees following an evacuation is critical. Confusion in the assembly areas can
lead to delays in rescuing anyone trapped in the building, or unnecessary and dangerous search-andrescue operations. To ensure the fastest, most accurate accountability of your employees, you may
want to consider including these steps in your emergency action plan:
 Designate assembly areas where employees should gather after evacuating;
 Take a head count after the evacuation. Identify the names and last known locations of anyone
not accounted for and pass them to the official in charge;
 Establish a method for accounting for non-employees such as suppliers and customers; and
Establish procedures for further evacuation in case the incident expands. This may consist of sending
employees home by normal means or providing them with transportation to an offsite location.
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WORKPLACE VIOLENCE: GENERAL INFORMATION

The following information is from the United States Department of Labor Occupational Safety
and Health Administration (OSHA) website (https://www.osha.gov/SLTC/workplaceviolence/):
Who is at risk of workplace violence?
Nearly 2 million American workers report having been victims of workplace
violence each year. Unfortunately, many more cases go unreported. The truth is,
workplace violence can strike anywhere, anytime, and no one is immune. Research
has identified factors that may increase the risk of violence for some workers at
certain worksites. Such factors include exchanging money with the public and
working with volatile, unstable people. Working alone or in isolated areas may also
contribute to the potential for violence. Providing services and care, and working
where alcohol is served may also impact the likelihood of violence. Additionally,
time of day and location of work, such as working late at night or in areas with
high crime rates, are also risk factors that should be considered when addressing
issues of workplace violence. Among those with higher risk are workers who
exchange money with the public, delivery drivers, healthcare professionals, public
service workers, customer service agents, law enforcement personnel, and those
who work alone or in small groups.
How can workplace violence hazards be reduced?
In most workplaces where risk factors can be identified, the risk of assault can be
prevented or minimized if employers take appropriate precautions. One of the
best protections employers can offer their workers is to establish a zero-tolerance
policy toward workplace violence. This policy should cover all workers, patients,
clients, visitors, contractors, and anyone else who may come in contact with
company personnel.
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ASSESSING RISK: INVOLUNTARY 5150 HOLDS

California Welfare & Institutions Code Section 5150(a) (http://www.leginfo.ca.gov/cgibin/displaycode?section=wic&group=05001-06000&file=5150-5155) indicates that when a
person, as a result of mental disorder, is a danger to others, or to himself or herself, or gravely
disabled, a peace officer, member of the attending
staff, or other professional person designated by the
Monterey County, may, upon probable cause, take,
or cause to be taken, the person into custody and
place him or her in a facility designated by the
county and approved by the State Department of
Health Care Services as a facility for 72-hour
evaluation and treatment. This process is commonly
referred to as a “5150.” The goal of MCBH is to
ensure that 5150 authority is exercised in a professionally responsible manner in accordance
with law.
It is important to complete the 5150 legal document with as much clear and precise
information as possible. The information should provide a clear picture about the issues the
client is experiencing that has initiated a concern for the person’s safety or well-being to the
extent that the individual required involuntary admission to a psychiatric hospital.
A 72- hour hold is an application for involuntary admission, not a direct admission form. It gets
the individual through the door of the facility, where another professional who is in charge of
the facility or his or her designee shall assess the individual in person to determine the
appropriateness of the involuntary detention through a face-to-face assessment.
GROUNDS FOR DETENTION

An individual may be involuntarily detained when as the result of a mental disorder:


The individual is a danger to themselves/herself



The individual is a danger to others



The individual is gravely disabled (is unable to provide for his or her basic personal
needs or food, clothing and shelter)

POINTS TO KEEP IN MIND






Ask for assistance when necessary
Convey your plan of intervention to others who may be assisting you
Ask for support from law enforcement or security, when necessary
Remain aware of your surroundings and scan for potential risks
Ensure you have a 5150 document readily available or know how to obtain one
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ACTIONS – ASSESSING RISK: INVOLUNTARY 5150 HOLDS
INVOLUNTARY 5150 HOLDS: INITIATING HOLDS IN THE OFFICE
 Scan the area for potential risks, including to other people who may be nearby
 Never leave client unattended, unless it is absolutely necessary for your safety.
 Immediately ask for assistance from colleague,
supervisor(s), and/or manager(s)
 Ask for assistance from law enforcement when
necessary
 Isolate the situation by removing other
uninvolved individual’s from the nearby area
(you may need someone else to help you with
this)
 Discuss your concerns and plans with the client,
whenever it is safe to do so
 Contact the Crisis Team at either Natividad Medical Center (831-755-4111) or Community
Hospital of the Monterey Peninsula (aka CHOMP; 831-625-4623) for consultation
O Discuss with them how the client is being transported to the Emergency
Department (e.g., by ambulance, law enforcement, transport by MCBH staff) and
the expected time of arrival
 NOTE: Never let family transport clients already placed on a 5150!
O If MCBH staff is transporting the client, discuss with the Crisis Team if the client can
be admitted directly into the Emergency Department instead of going through the
“lobby/waiting area” admissions process
 You may ask for support from someone else to write the information on the 5150 form
o Ensure you provide clear and precise detail regarding the client’s issues that
warrant an involuntary detention
 NOTE: Make sure the time and the date the 5150 hold is being initiated is
clear and correct on the 5150 form. In Monterey County, it is this time that
determines when the 72-hour “clock” for assessment and detention begins and
ends.
o If another staff member completes the 5150 form on your behalf, ensure that the staff
member is certified to initiate 5150 holds and that their certification is current
o The Crisis Team can also be asked for support and review of the 5150
documentation
 NEVER transport a volatile, aggressive, or combative individual. Seek support from law
enforcement
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INVOLUNTARY 5150 HOLDS: INITIATING HOLDS IN THE FIELD
 If known before hand, notify your supervisor or manager before going into the field/community
to assess a client for a potential 5150 hold
o Provide details (i.e., location and background on the situation)
 In consultation with your supervisor or manager, you may consider bringing a colleague for
added safety and support
 Ensure you have several copies of blank 5150 forms with you (mistakes happen)
 You may pre-fill the 5150 form (such as client name, address, general description of the reason
for your assessment, date etc.) prior to the visit
o However, it is important that you mark the correct time as to when the 5150 was
initiated. In Monterey County, it is this time that determines when the 72-hour “clock”
for assessment and detention begins and ends.
 When possible, staff conducting assessment should speak the same language as the client, to
avoid added stress to the individual being assessed
 Have law enforcement’s phone number with you before you leave the office in case you need to
request support
 If you do need to request support:
o Speak clearly
o State your name, agency and title, location, and brief description of situation
 For example, “My name is ____, I am a Social Worker with Monterey County, I
am requesting assistance in placing someone on a 5150 hold.”
o NOTE: If the situation escalates and you only have time to provide one piece of
information to the dispatcher, make sure to provide your LOCATION
o Be prepared to provide information about the person you are calling about (name,
description, potential risks, etc.); this may also include information about the family,
friends, etc.
o You may request a Crisis Intervention Trained officer (“CIT trained officer”).
o Before ending the call-get the dispatcher’s number and the expected time of arrival
(ETA)
o Remain in a safe place while you wait for police response
 In speaking with law enforcement and the Crisis Team and in completing the 5150 form,
ensure you provide clear and precise detail regarding the client’s issues that warrant an
involuntary detention.
 Contact the Crisis Team for consultation and to inform of the situation
 NEVER transport a volatile, aggressive, or combative individual, seek support from law
enforcement
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ASSESING RISK: DUTY TO WARN POTENTIAL VICTIMS (TARASOFF)
Please refer to MCBH Policy 306 – Duty to Warn Potential Victims (Tarasoff) for additional information.
When a threat against reasonably identifiable other individuals is made, as a mental health professional,
you have a legal duty to warn the intended victim(s). The Duty to Warn mandate for mental health
professionals is often referred to as “Tarasoff.” This mandate is as a result of the California Supreme
Court opinion in the case Tarasoff v. Regents of the University of California.
All Monterey County Behavioral staff members, who during the evaluation, treatment, and/or case
management of a consumer, obtains knowledge or reasonably suspects that the client presents a threat
of harming a reasonable identifiable person or group of people, shall as soon as circumstances permit
take reasonable attempts to warn the intended victim(s).
ACTIONS – TARASOFF
TARASOFF: REPORTING
 The client may have to be placed on a 5150
o Seek support from your supervisor or manager
o Follow all policies and procedures for initiating a 5150 hold if the client is to be placed on an
involuntary hold
 Obtain as much information as possible (name, address, time, date, location, and/or physical description,
nature of the threat, etc.) about the threat, whenever possible
 Assess risk factors (access to weapons, etc.)
 You are NOT expected to “investigate” the accuracy of the acquired information. You are expected to
report your suspicions or knowledge of such threats
 Telephone the intended victim or victims identify yourself; inform them of the nature of the threat;
inform them of the steps that have been taken regarding to insure their safety. You may provide them
with the telephone number to their local police department or Sheriff’s office
o Even though we may break confidentiality to inform the client of the threat, we are allowed to
disclose only enough information to warn the potential victim. DO NOT discuss the client’s
ongoing treatment in detail with the potential victim
 Telephone the police department or Sherriff’s office where the consumer and intended victim(s) reside
o Inform them that you need to make a report of threats being made towards another person. If
you inform them that you need to make a “Tarasoff report,” they are likely not to know what this
means as “Tarasoff” is a term for this type of reporting that is specific to the mental health field.
 Be prepared to provide as much information as necessary (consumer’s name, address, description,
consumer’s whereabouts, name(s) and address of intended victim(s), nature of the threat, etc.)
 Compete the MCBH specific “Tarasoff Letter” (T:\415_417-BH\415_417-ALL\QI; also attached below)
 Mail a certified or registered letter with a return receipt request to the intended victim(s)
 Keep your Supervisor/Manager updated during the process
 Document your services in a progress note
TARASOFF: DOCUMENTATION
 Document the information in the client’s chart via progress note, including a clear safety plan or follow up
actions
 Scan copy of letter and registered mail information to client’s electronic health record in “Documents”
section
 Complete Special Incident Report and submit as indicated in MCBH Policy 123 – Unusual Incident
Reporting
 Discuss situation with treatment team and explore next steps in treatment
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ASSESSING RISK: MANDATED REPORTING SITUATIONS

Every Behavioral Health employee who has direct contact with clients is considered a mandated
reporter with regards to the abuse of a child, elder, or dependent adult. All other MCBH
employees are encouraged to also report regarding the same issues.
MANDATED REPORTING: SUSPECTED CHILD ABUSE/NEGLECT
Please refer to MCBH Policy 300 – Reporting of Child Abuse and Neglect. A child abuse report
MUST be made when a staff member knows or reasonably suspects a child is the victim of child
abuse. Child abuse includes sexual assault, neglect, severe neglect, general neglect, cruel or
inhuman corporal punishment, willful cruelty and unjustifiable punishment. This suspicion can
be by observation or by acquired knowledge. Knowledge of child abuse acquired through
communication with clients, whether the client is the victim OR the abuser, MUST be reported.
MANDATED REPORTING: ELDER OR DEPENDENT ADULT ABUSE/NEGLECT
Please refer to MCBH Policy 300-B Reporting of Elder and Dependent Adult Abuse. A report
MUST be made when a staff member knows or reasonably suspects abuse involving an elder or
dependent adult. An elder is a person 65 years of age and older. A dependent adult is any
person age 18 to 64 who due to a mental or physical disability is dependent upon another
person for their care. The suspicion can be by observation or by acquired knowledge.
Knowledge of the abuse acquired through communication with clients, whether the client is the
victim OR abuser, MUST be reported.
ACTIONS – MANDATED REPORTING
PROCEDURE FOR REPORTING KNOWLEDGE OR SUSPICION OF CHILD
ABUSE/NEGLECT:
 Staff to report the abuse/neglect or suspected abuse/neglect by telephone to the
Monterey County Child Protective Services (1-800-606-6618 or 831-755-4661) offices
immediately.
o Obtain the mailing address and fax from the CPS worker who takes your report
 Staff will complete the “Suspected Child Abuse Report” and mail or fax the completed
form to then within 36 hours
 Notify your supervisor and/or manager of the incident
 Scan a copy of the report in the CPS/APS reports under the “Documents” section of
the electronic health record
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PROCEDURE FOR REPORTING KNOWLEDGE OR SUSPICION OF ELDER/DEPENDENT
ABUSE:
According to the California Association of Marriage and Family Therapists
(http://www.camft.org/AM/Template.cfm?Section=Reporting&ContentID=12331&template=/C
M/ContentDisplay.cfm), California law states that a mandated reporter must:
1. Make an initial report immediately, or as soon as is practicably possible by telephone;
and,
2.
Make a follow-up written report (Report of Suspected Dependent Adult/Elder Abuse)
within two working days.
Moreover, the venue that the report is sent is as follows:





If the abuse has occurred in a long-term care facility, except a state mental health
hospital or a state developmental center, the report shall be made to the local
ombudsperson or the local law enforcement agency;
If the suspected or alleged abuse occurred in a state mental hospital or a state
developmental center, the report shall be made to designated investigators of the State
Department of Mental Health or the State Department of Developmental Services, or to
the local law enforcement agency;
If the abuse has occurred any other place, the report shall be made to the local adult
protective services agency (831-755-4466 [Salinas] or 83-883-7565 [Peninsula]; after
hours call 9-1-1 to make a report) or the local law enforcement agency

NOTE: Remember to ask the agency to whom your report for the address and/or fax number to
which they want the written report sent to.
After sending the written report, scan copy of the report in the CPS/APS reports under the
“Documents” section of the electronic health record
Always keep your supervisor and/or manager aware of the incident
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