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CRAIG HOSPITAL 
POLICY/PROCEDURE 

Approved:  P&P 10/07; 04/09; DD, P&P 
01/12 04/14; P&P 03/17; DD, P&P 08/17 
 

Effective Date: 05/93 
 

Attachments:   
• Parking Map 

Revised Date: 04/02, 10/07, 04/09,    
                                01/12, 04/14, 03/17,  
  08/17 
 

Forms:  None 
 

Reviewed Date:  

 
SUBJECT:   PARKING 

 
RATIONALE:  To define parking availability and restrictions  
 
SCOPE:   All Employees, Medical Staff, Volunteers, CNS, 

Contractors, Outpatients, Peak Members, Visitors 
 
POLICY:   Craig Hospital provides free parking for employees in 

designated areas. Employees and CNS staff are not 
permitted to park in patient/visitor lots unless the 
employee is being seen as a patient or, is visiting or 
personally assisting a patient who is using Craig 
Hospital services. 

 
    Craig designates specific parking areas to provide 

sufficient and adequate parking for Craig employees, 
patients, volunteers, visitors, physicians and CNS office 
staff.   
 
This policy is enforceable 24 hours a day. 

   
Process: 
I. Parking Designations: 
 

A. Craig employees/CNS employees are permitted to park in the following 
areas: 

 
1. Day and Evening Shift Employees/CNS employees are to park in 

the parking structure at the southeast corner of Clarkson St. & Old 
Hampden. Access is gained by presenting employee name badge 
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to access reader at each entrance or by placing transponder on the 
employee’s windshield. Each employee is provided one 
transponder. Employees may purchase additional transponders 
through Human Resources via payroll deduction.    

 
2. Night Shift Employees may park in either the parking structure, 

Northeast surface lot or the Swedish Medical Center parking 
garage located on Clarkson Street, just north of Old Hampden. 
Night shift staff who use the Swedish Medical Center parking 
garage or the Northeast surface lot can only park in there between 
the hours of 5:00pm and 7:00am.  Craig Hospital employee 
vehicles in this structure outside of those hours risk being cited 
and/or towed at their own cost. 

 
3. Employees/CNS employees requiring accessible parking can park 

in the Craig Hospital parking structure or in the visitor parking lot 
with proper accessible parking identification.  

 
B. Volunteers, non-paid interns/students, Peak members and outpatients, are 

permitted to park in the surface parking lot on the Northeast corner of 
Clarkson St. and Girard Ave.  

 
C. Visitors are permitted to park in the surface parking lot on the Northwest or 

Northeast corner of Clarkson St. and Girard Ave.  
 

D. Volunteers, non-paid interns/students, patients, families and visitors 
requiring accessible parking can park in the following areas: 

 
1. The Patient/Family Housing Accessible Parking lot on the 

southwest corner of Girard Ave. & Emerson St. 
 
2. The surface parking lot on the Northeast corner of Clarkson St. and 

Girard Ave.  
 
E. Failure to park in approved areas could result in  the person’s vehicle 

being towed at the owner’s expense. 
 

II. Parking Requirements: 
 

A. Any person who will be at Craig for MORE than 30 days will receive a 
parking sticker to be place in the lower left hand corner of the rear window, 
or on the left rear bumper of any vehicle being parked on Craig Hospital 
property. 
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1. Employees and CNS will receive a blue sticker issued by HR. 
2. Contractors, students and unpaid interns will receive a purple 

sticker issued by HR. 
3. Volunteers will receive a purple sticker issued by the Volunteer 

department. 
4. Peak members will receive a yellow sticker issued by the Peak 

Center 
5. Outpatients or outpatient families will receive a yellow sticker issued 

by the Outpatient Admission Representatives. 
 

B. Any person needing parking who will be at Craig for LESS than 30 days 
will receive a Dash Document to place on the dashboard of any vehicle 
being parked on Craig Hospital property.   A Dash Document is a 
temporary parking pass. 
 
1. Only authorized users will have access to the shared drive where 

Dash document forms are stored. 
2. Completed dash documents can only be issued by department 

Executive/Administrative assistants, Information Desk staff, Peak 
Administration, Outpatient Admissions Representatives, and 
Recruiters. 

3. Dash Documents can be completed ahead of time and emailed in a 
PDF format to the person visiting Craig Hospital. 

4. Dash Documents cannot be issued for MORE than 30 days a time. 
5. Dash Documents must be completed with department issuing 

document, Initials of issuer, date issued and expiration date. 
6. Blank dash documents should never be issued to anyone. 
  

C. If a visitor did not acquire a Dash Document prior to arriving, he/she may 
obtain a temporary Dash Document from the Information Desk in the West 
building.  

 
D. Employees are not allowed to park in Swedish Medical Center’s parking 

garage prior to 5:00 pm and must remove their vehicle by 7:00 am the 
next morning. Any employee found in violation will be subject to potential 
towing of their vehicle at owner’s expense.  

 
E. Hospital Security will monitor the campus lots on a 24-hour basis and will 

issue parking citations for those vehicles that do not have the proper 
identification or that are parked in an unauthorized area. The Englewood 
Police Department will patrol city parking areas and may issue tickets for 
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parking violations.   
 
F. Vehicles not displaying a valid parking sticker or dash document on their 

vehicle, or who park in unauthorized areas, will be subject to receiving 
citations.  After the 3rd citation (regardless of timeframe) the vehicle may 
be towed at the owner’s expense. 

 
 

III. Exceptions: 

A. If a need arises where an employee has to park in a patient/visitor lot, OR 
does not have a parking sticker due to an emergency, the employee 
should notify the Craig Hospital Security officer on duty as soon as 
possible to avoid receiving a citation. 

B. If a citation is issued before an employee/CNS staff notifies Security that 
an exception is needed, the citation will stay on file.  

IV. Bicycle Racks: 

A. Bicycle racks are located in the Craig Hospital parking garage as well as in 
between the East Building and the Patient and Family housing building 
and outside of Admissions in the West building.  Employees who ride a 
bike to work are encouraged to lock the bike to the rack. Craig Hospital will 
not be responsible for lost, stolen or damaged bicycles while on Hospital 
premises.  

 
 


