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https://www.hudexchange.info/resources/documents/HomelessAssistanceActAmendedbyHEARTH.pdf
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https://www.govinfo.gov/content/pkg/CFR-2011-title24-vol4/pdf/CFR-2011-title24-vol4-part888.pdf
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EOIs must be submitted electronically by 11:59 PM PST on Monday, September 30, 2019. 

http://www.tehamacoc.org/navigation-center-operations-reoi.html
http://www.tehamacoc.org/navigation-center-operations-reoi.html
https://get.adobe.com/reader/
mailto:info@tehamacoc.org
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Respondents will be notified regarding the results of EOI evaluations on or before 
November 30, 2019.

mailto:info@tehamacoc.org
http://www.tehamacoc.org/vwnc-reoi-technical-faq.html
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VISTA WAY NAVIGATION CENTER 

Good Neighbor Policy 
Purpose: To provide the community with an overview of the internal security measures to be implemented at the VWNC; to 
provide guidelines that the Facility Operator to follow when developing detailed internal policies for VWNC operation. 

It is the intention of the all parties involved in the development of the Vista Way Navigation 
Center to ensure that the facility has no more impact on the neighborhood than that which 
could reasonably be expected with the addition of any other similarly-sized business.  

This policy is intended to be used in conjunction with the Vista Way Navigation Center 
Security Policy. These policies are subject to change based on the needs of the community 
and/or the population to be served at the Vista Way Navigation Center. 

1. To ensure that any concerns that arise are promptly addressed, a 24-Hour Vista Way
Navigation Center Feedback Line will be maintained, to which neighbors may submit
feedback or concerns via telephone or email, according to user preference. Concerns will
be addressed by Vista Way Navigation Center Lead Staff, Operator or the Vista Way
Executive Committee, as appropriate, within 72 hours.

2. The Vista Way Navigation Center will offer Street Outreach services to connect
individuals who are eligible to be served at the Vista Way Navigation Center services with
those services. Neighbors and Community Members who observe individuals and families
sleeping or living in places not intended to be lived in are encouraged to notify staff via
the 24-Hour Vista Way Navigation Center Feedback Line so that Street Outreach
services can be delivered to them.

3. To ensure the safety of program participants, neighbors and community members, Vista
Way Navigation Center staff will participate proactively in efforts to prevent crime in its
neighborhood, including reporting observed criminal activities to the Red Bluff Police
Department at (530) 527-3131.

4. To discourage increased foot traffic in the neighborhood:

a) Walk-up arrivals to the Vista Way Navigation Center will generally be prohibited.
Participants may arrive via the Vista Way Navigation Center Shuttle, TRAX or
ParaTRAX Buses, transportation provided by Law Enforcement or another
Community Partner. Participants may arrive using their own vehicles, provided they
agree to adhere to the Arrival/Departure Policy.  Exception may be made for each
participant on his or her initial visit. Information will be provided during intake at that
initial visit regarding acceptable arrival methods for future visits.

Request for Expressions of Interest | NAVIGATION CENTER OPERATOR Page 23



b) Walk-away departures will be discouraged. To incentivize use of alternatives to
departing on foot, transportation will be offered on a regular schedule via the Vista
Way Navigation Center Shuttle to pre-determined drop-off spots, and bus vouchers
will be provided, based on availability, to participants whose destinations are not near
the Shuttle’s pre-determined drop-off spots.

c) Transportation will be arranged or provided from the Vista Way Navigation Center to
and from appointments or other services as appropriate.

d) Pedestrian Safety instruction will be provided to staff and participants to ensure safe
and lawful pedestrian behavior while crossing the street to the bus stop and while
arriving or departing via the Vista Way Navigation Center Shuttle.

5. To ensure that the Vista Way Navigation Center does not disproportionately affect
vehicle traffic flow, factors such as school start and end times and traditionally high-
traffic times of day will be considered when developing daily shuttle arrivals and
departures. Drop-offs and pick-ups will occur in such a manner that the shuttle will not
obstruct regular traffic flow on Vista Way.

6. To ensure that the exterior of the Vista Way Navigation Center meets the cleanliness and
aesthetic standards set by neighboring properties:

a) Trash pick-up in the areas surrounding the facility will be conducted at least twice per
day by Vista Way Navigation Center staff and/or program participants under the direct
supervision of Vista Way Navigation Center staff, and will include all public-facing
areas of facility property, sidewalks, easements, and all areas on facility property
viewable from the street or from neighboring properties.

b) Vista Way Navigation Center staff will work closely with Greenwaste of Tehama to
coordinate garbage collection arrangements appropriate to the volume of garbage
generated at the Vista Way Navigation Center.

c) An outdoor area will be designated for tobacco and vape device use, located on
facility property but accessible only by way of entering through an approved entrance.
This area will include safe and appropriate receptacles for disposing of cigarette butts.
Smoking and use of vape devices will not be permitted in any other area on the
property, including parking lots and the area between the main entrance and the
street.

7. Site Security and Crime Prevention, both inside the facility and in the surrounding areas,
are top priorities:

a) Adequate security lighting for parking lots, common areas and access areas will be
maintained.
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b) Exterior doors will have audible alarms and video cameras allowing staff to monitor 
and control entry and track exits. 

c) Exterior doors and the appropriate interior doors will have electronic locks that can 
be activated only by authorized staff with programmable Radio-Frequency 
Identification (RFID) Access Badges. Visitors and participants will need to use door 
intercoms to request and be granted entrance in by staff. 

d) The Vista Way Navigation Center will adhere to a controlled check-in process 
through a single entrance for all staff, visitors and participants.  

e) No alcohol, drugs or weapons will be permitted in the Vista Way Navigation Center, 
including marijuana. Participants will be offered the option of safely disposing of any 
unlawful item or substance in their possession. Any items relinquished in this way will 
be secured by staff and turned over to law enforcement according to a written 
procedure approved by the Red Bluff Police Department and provided to all staff. 

f) Violence will not be permitted in the Vista Way Navigation Center. Staff will receive 
training regarding de-escalation of volatile situations, and de-escalation will be 
attempted wherever safe and appropriate. If a participant commits a crime of violence 
against another person while at the facility, law enforcement will be notified. 

g) Any incidents involving criminal activity will be reported by staff immediately to 
Tehama County Health Services Agency, the Vista Way Navigation Center Executive 
Committee and to the governing board and executive management of the 
organization operating the facility. 

h) Dismissals (asking a participant to leave) will be avoided whenever possible. 
Progressive discipline measures will be taken to address issues where individuals 
exhibit aggressive behavior while in the Vista Way Navigation Center. Services 
designed to address problematic behaviors, such as referrals to substance abuse 
services, will be provided as part of Case Management services. 

i) In cases in which a dismissal is unavoidable, a dismissed participant will be offered 
transportation which will be coordinated and paid for by the Vista Way Navigation 
Center Operator.  
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VISTA WAY NAVIGATION CENTER  

Security Policy 
Purpose: To provide the community with an overview of the internal security measures to be implemented at the VWNC; to 
provide a guidelines that the Facility Operator to follow when developing detailed internal policies for VWNC operation. 

It is the intention of the all parties involved in the development of the Vista Way Navigation 
Center to ensure that the facility has no more impact on the its neighborhood than that 
which could reasonably be expected with the addition of any other similarly-sized business.  

This policy is intended to be used in conjunction with the Vista Way Navigation Center Good 
Neighbor Policy. These policies are subject to change based on the needs of the community 
and/or the population to be served at the Vista Way Navigation Center. 

BUILDING SECURITY 
1. Adequate security lighting for parking lots, common areas and access areas will be 

maintained. 
2. Exterior doors to the Vista Way Navigation Center facility will have audible alarms 

and video cameras allowing Vista Way Navigation Center personnel to monitor and 
control entry to the Vista Way Navigation Center. 

3. The Vista Way Navigation Center will adhere to a controlled check-in process through 
a single entrance for all staff, visitors and participants. Records will be kept regarding 
all arrivals, departures and interior door access, including those of Navigation Center 
staff, visiting service providers, program participants, and all other visitors.  

4. All exterior doors and the appropriate interior doors will be electrified and outfitted 
with electronic locks that can be activated either by presenting valid credentials via 
an Access ID Badge at a Radio-frequency identification (RFID) Reader/Intercom 
placed beside each door or through pressing a Call Button on the RFID 
Reader/Intercom and waiting for authorized staff to grant access remotely. 

o Facility Staff will be issued RFID Access Badges, imprinted with their names 
and photographs that also utilize RFID technology (also known as “Proximity 
Cards”). Each card has a unique serial number embedded on a microchip 
contained inside the card. This system will allow the facility manager to grant 
customized access to each staff member based on his or her clearance, allow 
for immediate de-activation of lost or stolen cards, and includes an audit 
module in which access history for each outfitted door is stored and can be 
reviewed if needed. 
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o Visiting Service Providers: A series of Access Badges will be maintained for
use by visiting services providers while on-site. The series will include badges
programmed with varying access configurations and will be issued based on
the service providers the area in which the provider will be working in while
on-site.

o Other Visitors: A series of non-RFID Visitor’s Badges will be maintained for
other visitors to wear as evidence that the visitor has been granted access by
the front desk. Visitors must be accompanied by authorized staff when passing
through RFID-equipped exterior or interior doors, or must use the intercom
beside each door to request that remote access be granted from the Front
Desk.

o Program Participants will be issued barcoded Photo ID Cards that can be
read by handheld or fixed Barcode Readers. Participant ID Cards will be issued
at intake, and will be used by participants to check in and check out of the
facility and prior to receipt of certain services. Participant ID cards are intended
for service tracking and arrival/departure tracking, and cannot activate any
door locks.

CONDITIONS OF STAY 
Upon enrollment in services, staff will review the Rules of Conduct with each participant, and 
each participant will be required to sign a Participation Agreement stating that he or she 
has received a copy of the Rules of Conduct, that he or she understand the rules and 
consequences of not adhering to them. The Rules of Conduct will be made available in Large 
Print, in Spanish, and in other languages upon request, and will be posted in common areas 
of the facility. The Rules of Conduct will include, but will not be limited to, detailed 
information on the following areas: 

1. The Vista Way Navigation Center Property Procedures, summarized below,
will be followed at all times.
 Large lockers will be made available in the pre-entry area of the facility

in which participants may store additional property for the duration of
their stay, Participants will not have unlimited access to their larger
locker during their stay. Property stored in large lockers is subject to
random searches, but will not be subject to full, daily inspections.
Garbage receptacles will be available in the pre-entry area of the facility
in which participants can downsize their belongings if needed

 Prescription medications bearing the participant’s name on the label, as
well as all over-the-counter medications that the participant plans to
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take during their stay must be checked with staff prior to entering and 
will be made available as needed under staff supervision. 

 The volume of property that a participant may bring past the secure 
check in area and into the facility itself will be limited to that which will 
fit in a provided, transparent plastic Take-in bag. Any items brought into 
the facility in a Take-in bag must be loose in the bag (not stored in 
smaller bags or containers) and will be visually inspected at the door. 
The volume of property that will fit in the Take-in bag will fit in a small 
locker in the dining room area of the facility. Each participant will be 
assigned a small locker and locker key once inside the facility.  

 Participants’ access to the property in their large locker during their stay 
is not guaranteed, and will be at the sole discretion of staff. If 
participants would like to transfer any property from their large locker 
to their small locker, they will be required to remove all items from their 
small locker, place them back in the Take-in bag and turn in their small 
locker key prior to be taken by staff to access their large locker. They will 
then be required to follow the Property Procedure, complete with 
inspection of items in their Take-in bag, when they are ready to re-enter 
the main section of the facility.  

2. Alcohol, drugs and weapons are not permitted in the Vista Way 
Navigation Center.  
 Alcohol and drugs are defined as: 

• Beverages containing alcohol in any concentration, powdered 
alcohol and non-beverage products containing alcohol  

• Any controlled substance which is unlawful to possess 
• Prescription medications for which the participant does not have 

a valid prescription 
• Marijuana and marijuana-derived cannabinoid products, 

including concentrates, extracts and edible products containing 
any marijuana-derived substance 

• Products that contain commonly abused inhalants 
• Any substance reasonably believed by staff to be alcohol or 

drugs or to be intended to mimic the appearance of alcohol or 
drugs 

 Weapons are defined as objects that may be used to harm or threaten 
to harm another, and include, but are not limited to, the following:  

• Firearms, including replica firearms that could reasonably be 
used to threaten or intimidate another person 

• Sharp, pointed or bladed objects, including, but not limited to, 
knives, box cutters, metal scissors with pointed tips, multi-tools, 
screwdrivers, drills or axes 
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• Club-like items, including, but not limited to, billy clubs, night
sticks, baseball bats, crowbars or hammers

• Explosives, including, but not limited to, dynamite, blasting caps,
fireworks, flares, gunpowder or hand grenades

• Disabling chemicals, including those intended for this purpose,
such as mace, bear spray, tear gas or pepper spray, and those
that may be used for this purpose, such as liquid bleach,
chlorine, compressed gas cylinders and wet-cell batteries.

• Any other item or substance staff considers to be potentially
harmful to staff or other participants.

 Participants will be offered the option of safely disposing of any
unlawful item or substance in their possession. Any items relinquished
in this way will be secured by staff and turned over to law enforcement.

 Items that are legal to possess but not permitted inside the facility, such
as personal pepper spray canisters, pocket knives or tools, may be
stored in large lockers provided they can be stored safely. Such items are
to be described on a Property Declaration form and submitted to and
approved by staff prior to a participant leaving the large locker area.

3. Violence will not be tolerated at the Vista Way Navigation Center.
 If a participant commits a crime of violence against another person

while at the facility, law enforcement will be notified.
 Staff will receive training regarding de-escalation of volatile situations,

and de-escalation will be attempted wherever safe and appropriate.
 A cool-down room will be made available to participants who need a

quiet space to self-regulate. Depending on availability, the assistance of
mental health professionals may be offered to participants while in the
cool-down room.

 If a participant is found to pose an immediate physical danger to their
own self or other participants, staff will follow a detailed flowchart of
interventions to determine the appropriate steps to take to resolve the
situation, which will include notifying law enforcement.

4. Use of tobacco products and vape devices will be permitted only in the
outdoor area designated for this purpose. Failure to adhere to this policy
may result in a participant being required to turn over any tobacco products or
vape devices in their possession to staff when not in use in the designated area.

5. Progressive discipline measures will be taken to address issues where
individuals exhibit aggressive behavior while in the Vista Way Navigation
Center, and services designed to address problematic behaviors, such as
referrals to substance abuse services, will be provided as part of Case
Management services.

6. VWNC reserves the right to refuse service to anyone.
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7. All incidents will be reported by staff immediately to Tehama County Health 
Services Agency, the Vista Way Navigation Center Executive Committee and to 
the governing board and executive management of the organization operating 
the facility. Incident reports will be submitted electronically via an email listserv 
to ensure that all appropriate parties are notified. Incidents that require 
reporting include, but are not limited to:  
 All calls to 911 or any emergency services number 
 All program dismissals or refusals of service 
 Any circumstances in which a staff member or participant is injured 
 Other situations as determined by TCHSA, the VWNC Executive 

Committee or the governing board of the facility operator.  
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VISTA WAY NAVIGATION CENTER  

Arrival/Departure Policy 
Purpose: To provide the community with an example of the type of detailed policies that will be developed to support the Good 
Neighbor Policy and Security Policy and to provide a starting point for the Facility Operator as they develop the overall policies 
and procedures for the VWNC. 

This policy is intended to support the Vista Way Navigation Center Good Neighbor Policy, 
Security Policy and Arrival/Departure Policy. These policies are subject to change based on 
the needs of the community and/or the population to be served at the Vista Way Navigation 
Center. 

1. Walk-up arrivals to the Vista Way Navigation Center will generally be prohibited. 
Participants may arrive via the Vista Way Navigation Center Shuttle, TRAX or 
ParaTRAX Buses, transportation provided by Law Enforcement or another 
Community Partner. Participants may arrive using their own vehicles, provided they 
agree to adhere to the Parking Policy (Item 7 below).   

2. Walk-away departures will be discouraged. To incentivize use of alternatives to 
departing on foot, transportation will be offered on a regular schedule via the Vista 
Way Navigation Center Shuttle to pre-determined drop-off spots, and bus vouchers 
will be provided, based on availability, to participants whose destinations are not near 
the Shuttle’s pre-determined drop-off spots.  

3. Exceptions to the Walk-up policy will be made for each participant on his or her initial 
visit. Information will be provided during intake at that initial visit regarding 
acceptable arrival methods for future visits. Progressive consequences may be 
imposed for arriving or departing on foot once the rules have been provided. 

4. “Last call” for the final shuttle trip from facility to outside locations will occur after 
dinner and will be clearly announced. Participants declining to depart on the final 
regularly scheduled Shuttle away from the Vista Way Navigation Center will be 
expected to spend the night. If a problem should arise that motivates a participant 
who had planned to stay the night to decide instead to leave, staff will make every 
possible effort to assist the participant in resolving the issue. If the participant cannot 
be dissuaded from leaving and chooses to depart on foot, a courtesy call will be made 
to local law enforcement to inform them that a participant has departed on foot.  

5. The Vista Way Navigation Center Shuttle will operate as follows: 

a. The Shuttle will run on a regular schedule daily, with pick-ups and drop-offs at 
pre-arranged, central public locations. Vista Way Navigation Center Shuttle 
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services and schedule will to be made known to community partners and 
211/Coordinated Entry and marketed to target population via info cards and 
posters to be made available at places identified as frequented by target 
population. 

b. Special trips may be made to additional pick-up spots if requested by a
community partner, provided that the partner is willing to provide a safe place
for the participant to wait for the shuttle to arrive.

c. Participants wishing to be transported from the facility to a designated pick-
up/drop-off spot must wait inside the facility for the shuttle to arrive.

6. Community Partners transporting participants to or from VWNC will be asked to
adhere to the following guidelines:

a. Law enforcement agencies and community partners with referral agreements
on file may transport participants to the VWNC at any time without per-
instance authorization, although calling ahead to verify bed availability for
clients who wish to enroll in overnight shelter is advised.

b. Community partners without referral agreements on file are welcome to
transport participants to the VWNC but are asked to notify VWNC staff by
telephone prior to transporting a participant each time.

c. When transporting a participant to the VWNC, the transporting community
partner is asked to accompany the participant at least as far as the exterior door
and verbally identify themselves and the participant via intercom to the front
desk.

d. If the transporting community partner plans to contact VWNC later about the
participant they’ve transported or wishes to be included as part of the
participants Circle of Care, the community partner must be specifically named
on a Release of Information. In such cases, it is suggested that the transporting
partner accompany the participant inside and assist them in requesting that
the ROI be put in place.

7. A limited number of parking spots will be made available in a gated area of the facility
property for participant vehicle parking. The following guidelines apply to participant
vehicle parking:

a. Participants must register their vehicle with VWNC. Registration consists of
completing a Vehicle Information Form, which includes providing the make,
model and license plate number of the vehicle and an affidavit that must be
signed stating that they legally possess the vehicle, then reading and signing a
Participant Vehicle Agreement. Participants who choose not to register their
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vehicle will be asked to remove their vehicle from the property and go to a pre-
designated shuttle pick-up spot to be transported to the facility via the shuttle. 

b. Participants arriving in their own vehicles for the first time are permitted to 
park in the general parking area temporarily while registering their vehicle.  

c. Participants’ access to their vehicles is limited arrival and departure only. 
Limited exceptions may be made by lead facility staff in emergencies (i.e., 
medications left in vehicle, etc.), but must be documented by staff and staff 
must accompany client to the Participant Parking Area and back. 

d. If the participant parking spots are full, participants arriving in their own 
vehicles, regardless of registration status, will be asked to remove their vehicle 
from the property and go to a pre-designated van pick-up spot to be 
transported to the facility via the shuttle. 

e. Participants who wish to receive only day services are encouraged to arrive at 
the facility via the shuttle, TRAX or ParaTRAX, however participant vehicles will 
be permitted in the general parking area while participants are engaged in 
services. 

f. Sleeping or loitering in vehicles will not be permitted on VWNC property under 
any circumstances. Anyone observed sleeping or loitering in vehicles on VWNC 
property will be informed of VWNC’s parking policies and invited to engage in 
services inside the facility. Anyone choosing not to come inside and engage in 
services will be asked to remove their vehicle from the property. 

g. Anyone observed sleeping or loitering in vehicles parked in public or street 
parking spaces will informed of VWNC’s parking policies and invited to engage 
in services inside the facility. Anyone who has declined an invitation to come 
inside and engage in services and whose vehicle has been parked in a public or 
street parking space beyond the time limits that apply to that parking space 
will be promptly reported to law enforcement. 

h. Anyone observed engaging in unlawful behavior in vehicles parked in public or 
street parking spaces will be promptly reported to law enforcement. 

i. Anyone observed parking in areas belonging to a neighboring business and 
are not reasonably believed to be employees or patrons of that business will be 
promptly reported to law enforcement. 
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VISTA WAY NAVIGATION CENTER 

Property Procedures 
Purpose: To provide the community with an example of the type of detailed policies that will be developed to support the Good 
Neighbor Policy and Security Policy and to provide a starting point for the Facility Operator as they develop the overall policies 
and procedures for the VWNC. 

This policy is intended to support the Vista Way Navigation Center Good Neighbor Policy, 
Security Policy and Arrival/Departure Policy. These policies are subject to change based on 
the needs of the community and/or the population to be served at the Vista Way Navigation 
Center. 
UPON ARRIVAL: 

1. When you arrive at the Vista Way Navigation Center, you enter a room with:
a. Check-in Desk
b. Large Lockers
c. Locker-room-style benches to set your belongings on to prepare for storage/take-in

2. You check-in at the first station at the check-in desk. You are given:
a. A token for a large locker and an assigned Large Locker Number
b. A see-through mesh bag that holds approximately the same volume of property as will

fit in a 12”x12”15” space (Take-In Bag)
c. A transparent plastic zipper bag that will hold approximately the same volume of

property as will fit in a 6”x6”x8” space (Medication Bags)
3. You can choose to fill the Take-In Bag with any items you wish to take into the Vista Way

Navigation Center according to the following guidelines:
a. The items must be loose in the bag, not inside smaller bags in the Take-in bag. Smaller,

flat, 6”x6” transparent plastic zipper bags are available for toiletries if you want one
but, once filled, it must fit inside the Take-in bag with the rest of your take-in
belongings.

b. No alcohol, drugs or weapons are allowed in your Take-in bag. (Detailed definitions of
these terms are available in the VWNC Security Policy.)

c. No cigarette lighters or matches are allowed in your Take-in bag. A lighter will be
available in the designated smoking area for lighting cigarettes.

d. Valuables should not be placed in your Take-In bag, but rather left with your
belongings that will be placed in your large locker.

e. Check the pockets of the clothing that you have on and any clothing you’ve placed in
your Take-in bag, as those items need to be placed in the Take-in bag or left with the
remainder of your belongings.

4. If you will need to take over-the-counter medications and/or prescription medications in their
original bottles with a label showing that they are prescribed to you during your stay at the
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Vista Way Navigation Center, these are to be placed in a Medication Bag. The Medication Bag 
does not have to fit in your Take-in Bag. 

5. After placing the items you want to have access to during your time at the Vista Way
Navigation Center in your Take-in and Medication Bags, you will place the remainder of your
belongings in your assigned Large Locker and will remove the numbered key and pin it to the
handle of your Take-in bag. Garbage receptacles will be available in the Large Locker Room for
any items that you wish to dispose of so that your belongings will fit in your Large Locker or
for any other reason. Controlled substances, items that could be used as weapons, sharps or
items with any personal identifying information (such as empty prescription bottles or
documents) should not be placed in these trash cans, but rather relinquished to staff for
disposal during the next step.

6. Once you are done in the Large Locker Room, you will go to the second station at the check-in
desk. At this station:

a. Staff will visually check your Take-in bag, and may ask you to remove items and place
them on the desk so that other items in the bag are visible. You may be reminded of
the guidelines for what items can be in your Take-in Bag and will be given another
Large Locker Token so that you can place non-allowed items into your Large Locker
and return to the station. If you have items that you no longer wish to possess but that
were not appropriate for disposing of in the garbage can in the Large Locker Room,
you can relinquish them to staff at this station and they will be disposed of according
to Vista Way Navigation Center policy.

b. You may be asked to turn your pockets inside out or have a metal detection wand
passed over your person to ensure that no items remain in your pockets. If items have
been left in your pockets, you will need to place them in your Take-in Bag or request
another Large Locker token so that you can place them in your Large Locker.

c. Staff will tag your Medication Bag with a numbered tag, record your name next to the
corresponding number on the Medication check-in log, and secure your medications
in the medication lock-up. Access to medications will be announced one time per hour
during your stay at the Vista Way Navigation Center. If you would like a verbal
reminder at one or more of these scheduled announcements to remind you to access
and take your medication(s), you can ask to be put on the reminder list for that time. If
you do not request a reminder, you will be responsible for remembering to access
your medications at the appropriate, scheduled medication access time or must wait
until the next hourly medication access announcement.

d. You will be assigned a Small Locker number and will be given a numbered key to your
Small Locker. You will be asked to choose whether you prefer to have your Small
Locker key on a pin that you can pin to your clothing, a lanyard that you can wear
around your neck, or a stretch bracelet.

e. One you’ve been cleared to enter:
i. If you are an existing client, staff will scan your Vista Way Navigation Center ID

card (or, if you’ve chosen not to receive a Vista Way Navigation Center ID card,
will check you in manually) and release the door lock so that you may enter
the Vista Way Navigation Center.

ii. If you are a new client, you will be asked to wait in one of the chairs near the
check-in desk to meet with an Intake Specialist to complete an Intake. Once
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you’ve completed your intake, the Intake Specialist will open the door for you 
to enter the Vista Way Navigation Center. 

7. Once you are inside the Vista Way Navigation Center, you will locate your Small Locker, place
your Large Locker Key on the hook inside of the Small Locker, and place any items you don’t
wish to tote around during your stay, in your Small Locker.

a. You are permitted to tote any of your Take-in belongings with you as you move about
the Vista Way Navigation Center, but you must keep them with you at all times. You
may place small items in your pockets and may use your Take-in Bag to carry your
other items with you if you choose to carry them.

b. Vista Way Navigation Center staff are not responsible for lost or stolen items left
outside of Lockers. Items left unattended outside of lockers will be removed by staff
and placed in the Lost & Found.

UPON DEPARTURE:
NOTE: Checked-in medications are the ONLY items that you may leave at the Vista Way Navigation 
Center when you are not physically present at the Vista Way Navigation Center. All other items MUST 
be taken with you. Any Small Locker items left behind once you’ve scanned your Vista Way Navigation 
Center ID card to exit, or Large Locker items still in your Large Locker for more than 15 minutes after 
you’ve scanned your Vista Way Navigation Center ID card to exit will be placed in the Lost & Found. 

1. When preparing to leave the Vista Way Navigation Center, you will place your Take-in items
back in your Take-in Bag, pin your Large Locker Key to the handle of your Take-in Bag.

2. At the exit door, you will drop your small locker key in the provided receptacle, then scan your
Vista Way Navigation Center ID card to release the exit door.

3. When leaving the Vista Way Navigation Center, you may request to have your checked
medications returned to you at the second station at the check-in desk, or, if you do not need
to access them during the time you will be away from the facility, you may leave them
checked in. Medications left unclaimed at the Vista Way Navigation Center more than 7 days
after your last check-out will be discarded by Vista Way Navigation Center Staff according to
Vista Way Navigation Center Policy.

4. You will remove your belongings from your Large Locker, remove your Take-in items from
your Take-in bag and placed your used Take-in Bag in the designated receptacle in the Large
Locker Room. Your Large Locker Key will remain in the lock once you have opened your Large
Locker.

LOST & FOUND POLICY: Items placed in the Lost & Found by Vista Way Navigation Center Staff will be 
tagged with the “Found” date and will be retained in the Lost & Found for 7 days, after which they will 
be discarded according to Vista Way Navigation Center Policy. To retrieve items from the Lost & 
Found, you will need to submit a request form describing your lost item(s). Staff will process all 
requests for Lost & Found items ONLY once per day at a previously scheduled time, according to Vista 
Way Navigation Center policy. Scheduled Lost & Found check time will be clearly posted. If you are not 
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present at the Vista Way Navigation Center when your request is processed, and your items are found, 
they will be made available for you to pick up at the check-in desk for 72 hours, after which they will 
be discarded by Vista Way Navigation Center Staff according to Vista Way Navigation Center Policy. 
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