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Safe at Home 
 

(Revised 04/17/26) 
 

Related Policies 
Forms 

Program Description 
Hotline Procedure for Documenting a Confidential Address 

Documenting the Substitute Address in CWS/CMS 
Ensuring Confidentiality of Participant’s Address 

Providing Notice and/or Other Mailed Documents 
Alignment with SET 

 
 

 
Related Policies 

 
Additional information can be found in the following policy: 

• Notice for Court Hearings 
  

 
Forms 

 
The following forms are referenced in this policy: 

• 04-31 
• JV-140  
• 04-251 

Notice of Hearing Worksheet (Legal Unit) 
Notification of Mailing Address 
Notification to Court – Confidential Address/Information/Initial 
Placement 
  

 

 
Program 
Description 

 
Safe at Home offers abuse and stalking victims another layer of protection by providing a 
substitute mailing address to use whenever their home, work, or school address is required. 
 
Established in 1998, Safe at Home allows eligible people to designate the California Secretary 
of State as his or her agent for service of process and receipt of mail.  The Secretary of State’s 
office then accepts and forwards the documents, first-class and certified mail, and mail from 
government agencies to the participant’s address, which is kept strictly confidential. 
 
The client must enroll through an enrolling agency and be able to provide proof of the 
domestic violence or stalking.  For further information and a listing of the enrolling agencies, 
click here. 
  

 
Hotline Procedure 
for Documenting a 
Confidential Address 
  

 
The following table outlines the procedure for documenting a confidential address in a 
referral by the Hotline screener: 
 

Step Action 

1 Review prior notebooks to see if client is a Safe at Home participant. 

  
  

https://courts.ca.gov/sites/default/files/courts/default/2024-11/jv140.pdf
https://www.sos.ca.gov/registries/safe-home
https://www.sos.ca.gov/registries/safe-home/where-find-an-enrolling-agency/
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Hotline Procedure 
for Documenting a 
Confidential Address 
(cont.) 

Step Action 

2 If yes, include a screener’s note on the Emergency Response Document (ERD) 
that the client is a Safe at Home participant and SW should see the summary 
tab within client’s notebook in referral for the residential address. 
If no, include a screener’s note on the ERD that the Reporting Party (RP) stated 
the client has a confidential address/is a Safe at Home participant with 
“investigating social worker, please confirm with the client and update their 
notebook if they are a Safe at Home participant.” 

Documenting the 
Substitute Address 
in CWS/CMS 

After enrolling into the Safe at Home program, the participant will receive an authorization 
card from the California Secretary of State.  Whenever a participant presents such an 
authorization card to the SW, the SW will follow this procedure to ensure the client’s 
confidentiality: 

Step Action 

1 • On the Address page of the Client Notebook, end-date all Residence
addresses.

• Create a new address row with the Address Type “Residence.”  Do not
designate it as a Permanent Mailing Address.

• Enter the substitute address listed on the authorization card in the
appropriate fields.

• Enter the authorized ID number in the Additional Address Header field.

NOTE: Even though the substitute address is a mailing address, it must be
listed as a Residence address so that’s what the search and the client
abstract windows will display.

• In the Comment box, type: “See the summary tab within client’s notebook in
referral for confidential address.”  DO NOT LIST THE CONFIDENTIAL
ADDRESS IN THIS BOX.

2 To prevent the actual address from displaying on documents/reports: 
• Click the Confidentiality in Effect box on the ID page of the Client

Notebook.
• Enter an effective date on the Client ID page.

Please see the Notice for Court Hearings policy for details on the use of the 04-
251 Notification to Court – Confidential Address/Information/Initial Placement 
to submit confidential addresses with court reports. 

NOTE: As a safeguard, repeat the above procedure for any child(ren) and adults living in the 
participant’s home. 

Marigold Santos
Line

Marigold Santos
Line
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Ensuring 
Confidentiality of 
Participant’s Address 

The SW will use only the substitute address when mailing anything to a Safe at Home 
participant. 

If a referral for service (or other document) requires the participant’s actual address, the SW 
will ask the participant for permission to list only the phone number on the referral.  If the 
participant consents, then the SW will type/write “confidential address – contact client by 
phone” on the address line(s). 

If the participant does not consent to have his/her phone number listed on the 
referral/document (or if the participant doesn’t have a phone number), then the SW will 
type/write on the address line(s):  “Confidential – contact the social worker at [list SW’s 
phone number]” and the SW will act as a liaison between the participant and the service 
provider. 

The SW will ensure that: 
• when a participant’s address is called for on a court report, form, other document,

etc., only the participant’s substitute mailing address is listed
• before any document is reviewed and/or released per a records request, the

participant’s actual address is redacted.

Providing Notice 
and/or Other Mailed 
Documents 

If a parent is known to be a Safe at Home participant at the time a petition is filed, the 
confidential substitute address will be that parent’s only address on the petition and all other 
court documents, including the 04-31 Notice of Hearing Worksheet and JV-140 Notification of 
Mailing Address form. 

NOTE:  The participant should also be designating the substitute address as his/her 
permanent mailing address for notice purposes, pursuant to WIC 316.1.  For additional 
noticing requirements, see the Notice for Court Hearings policy. 

If a participant’s Notice of Hearing Worksheet does not list the substitute address, the SW will 
write it on the Worksheet along with the participant’s Safe at Home ID number. 

Alignment with SET This policy supports the following Safety Enhanced Together (SET) Values: 
• SET Value 3: Engaging families by securing the information regarding their family in a

trusted system and creating permanency for children and youth by keeping accurate
records.

Questions about Safe at Home should be directed to one of the enrolling agencies listed on the Safe at Home website. 

https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=316.1&lawCode=WIC
https://www.sandiegocounty.gov/content/sdc/hhsa/programs/cs/child_welfare_services/cwsresourcesandguides/SET.html
https://www.sos.ca.gov/registries/safe-home



