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SUBJECT:  Workplace Violence Prevention
PURPOSE:  Personnel are Workforce Solutions most valued asset.  The goal of the Board of Directors of Workforce Solutions for the Heart of Texas is to ensure a safe and productive working environment.  In that regard safety and security are of the utmost importance.  A work environment where employees will not be subjected to acts of physical assault or threats of bodily harm while performing their official duties, wherever those duties are performed is paramount.  There shall be zero tolerance of such threats or acts of violence.
BACKGROUND:  Workplace violence is any violent act that occurs in the workplace and creates a hostile work environment that affects staffs physical or psychological well-being. Violence at work can take many forms: harassment, intimidation, threats, theft, stalking, assault, arson, sabotage, bombing, hostage taking, kidnapping, extortion, suicide, and homicide. One thing that these many types of workplace violence have in common is that the perpetrator believes he or she is gaining “control” or “getting even” with some person or entity. 

Workforce Solutions for the Heart of Texas intends to provide a work environment that is free from violence or threats of violence against individuals and property.  Compliance with this procedure requires that all individuals on Workforce Solutions premises, whether employees or non-employees, and all individuals who are representing the Workforce Solutions in a business context conduct themselves in a professional manner consistent with good business practices.  
Workforce Solutions for the Heart of Texas views aggressive and/or violent behavior as disruptive and contrary to the development and maintenance of a safe, productive and supportive work environment.  Such behavior is actively discouraged.  Employees who exhibit such behavior will be held accountable under the policy and work rules, as well as local, state, and federal law.

All threats and acts of aggression or violent behavior should be taken seriously and addressed immediately.  Such threats or acts include, but are not limited to:


· Harming or threatening to harm any employee or guest

· Damaging or threatening to damage property or the property of any employee or guest

· Possessing a dangerous weapon or incendiary device on property without prior authorization (Law enforcement officers and employees who carry weapons in the performance of their duties are considered authorized.)

· Engaging in stalking behavior of any employee

Workforce Solutions will investigate incidents of violence in the workplace or threats of violence in the workplace consistent with applicable privacy and other laws.
PROCEDURES:  
1. All personnel are responsible for notifying their immediate managers, or, in the absence of their manager, another member of the management team, of any threats that they have witnessed, received, or have been told that another person has witnessed or received.  Even without an actual threat, personnel should also report any behavior they have witnessed which they regard as threatening or violent, when that behavior is job related or might be carried out on a business-related site, or is connected to employment.  Employees are responsible for making this report regardless of the relationship between the aggressor and the individual to whom the threat or threatening behavior was directed.
2. Any person who makes substantial threats, exhibits threatening behavior, or engages in violent acts against employees, visitors, guests, or other individuals while on work property shall be removed from the premises as quickly as safety permits, and shall remain off premises pending the outcome of an investigation. Employees are not to remove individuals from the premises.  Assistance must be requested from the local authorities.  

3. Management will initiate an appropriate response which may include, but is not limited to, suspension and/or termination of any business relationship, reassignment of job duties, suspension or termination of employment and/or criminal prosecution of the person or persons involved.
4. Employees and managers should work together to identify and report situations or locations where there is a potential for physical assault or threat of bodily harm.  Managers may keep files on persons and locations where past specific behavior indicates the existence of anger and hostility; where a significant enforcement action is being taken; or where other behaviors, experiences, attitudes, etc., indicate a potential problem.

5. Employees should record specific incidents, behaviors or conversations that may indicate a potential for violence.  Documentation should be forwarded to their manager.  In instances where their manager is the source of potential violence, documentation should be forwarded to the next level of management.

6. Managers must carefully review and assess information provided by employees or other sources.  Appropriate precautions should be taken based on the specific situation.  For example: If a problem situation or location is identified, it should be communicated to other employees who are likely to become involved in the situation or come in contact with the location.  

7. Individuals who apply for or obtain a protective or restraining order which lists specific locations being protected areas must provide their manager a copy of the petition used to seek the order, a copy of any temporary protective restraining order if granted.   If a protective or restraining order is made permanent, a copy of that must be given to the manager as well.  Employers should provide information (and a description or picture of the alleged threatener) to receptionists and other front-line personnel on a need-to-know basis, and tell them what actions they should take if that individual seeks entry to the workplace or seeks contact with the employee involved.

8. Employees should have a means of alerting other workers of a dangerous situation and be able to provide information requested by emergency responders. If appropriate, establish an internal emergency phone number or code word similar to 9-1-1. Place lists of contacts, crisis management plans, evacuation plans, and building plans where they’re available to emergency responders. 
9. The following should be included in a threat-incident report (Sample attached), used to assess the safety of the workplace and to decide on a plan of action:

· Name of the person who made the threat and that person’s relationship to the company and to the threatened party

· Names of victims or potential victims

· When and where the incident occurred and how it ended

· What happened immediately prior to the incident and what may have contributed to the incident

· The specific language of the threat

· Behavior that indicates an intention to carry out the threat

· A description of the threat-maker and his or her emotional state

· Names of others directly involved and actions they took

· Names of witnesses

· What happened to involved parties after the incident

· Names of supervisory staff involved and their response

· Steps that have been taken to prevent the threat from being carried out

· Suggestions for preventing such incidents

EFFECTIVE DATE: January 7, 2010
SAMPLE ASSAULT/THREAT REPORT

EMPLOYEE

	Employee Name
	Telephone:

Work _______________  Home _____________

	Work Office Address (street, city, state, zip)



	Manager's Name   


	Telephone


INCIDENT
	Name of Assaulter/Threatener 


	Is she/he an employee?     ( yes     ( no



	Date of Assault/Threat


	Location of Assault/Threat

	Assault/Threat was from:     ( Personal Confrontation      ( Telephone Conversation     ( Other

Please Explain:



	Were there witnesses?     ( yes     ( no   If  yes, how many?  ___________Provide information below and attach their statements.  (Determine if witnesses prefer to remain anonymous due to the concern of retaliation by the aggressor.)


WITNESS  - Note if witness wishes to be anonymous.   (Provide information on additional witness/es on attached sheet of paper.)

	Witness 1-Name
	Telephone:

Work _____________ Home ______________

	Address (street, city, state, zip)


	Witness Role (i.e. employee, customer, etc.)



	Witness 2-Name
	Telephone:

Work _____________ Home______________

	Address (street, city, state, zip)


	Witness Role (i.e. employee, customer, etc.)




  IF ASSAULTED, answer next 6 questions.  If threatened, go to reverse side of this report.

	1. What started the assault?



	2. What did the assaulter say when you were assaulted?


	3. What was used to hit/strike/injure you?


	4. What injuries did you sustain?   Was medical treatment necessary?


	5. How did the assault end?



	6. How did you leave the assault site?



IF THREATENED, answer next 3 questions.

	1. As Closely as Possible, what were the Exact Words Used?



	2. Was Threatener in a position to carry out the threat immediately? 



	3. How serious do you believe the threat was and why?




 EMPLOYEE RELATED ACTIONS (Employee must complete next two questions whether a threat or assault)

	1. What actions were taken by the employee? (e.g. filed workers compensation, obtained medical treatment, used sick leave/vacation, etc.)


	2. What specific actions from Employer does employee request related to assault/threat?  If none, so indicate.



LAW ENFORCEMENT INFORMATION (Manager, Employee, etc. Attach copy of police report when possible.) 

	Law Enforcement Agency Contacted - Name of Person/Officer Helping
	Date Contacted
	Telephone Number

(      )      

	Was a written report completed?     ( yes     ( no     What action was promised?




 MANAGER ACTIONS
	Directions given to Employee (i.e. go home, go to hospital, etc.)

 

	Manager Recommendation:    ( Prosecution     ( Restraining Order     ( Letter to Threatener     ( Other, please specify:




LEGAL COUNSEL ACTION(S)
	Actions Taken:


The following to be completed by the threatened/violated employee’s Manager or their designee:

NOTIFICATION DATES
	Report Received Date:


	Employee Notified of Chosen Action:

( Yes ( No Date:
	

	Division Management Notified: ( Yes    ( No Date:
	EAP Information Provided:

( Yes     ( No Date:
	Was Employee and Management notified of other options that can be pursued personally?         ( Yes     ( No Date:


Do's and Don'ts for Dealing With Potentially Violent Individuals
Do’s

1. Do project calmness. Move and speak slowly, quietly, and confidently.

2. Do listen attentively and encourage the person to talk.

3. Do let the speaker know that you are interested in what he or she is saying.

4. Do maintain a relaxed yet attentive posture.

5. Do acknowledge the person’s feelings and indicate that you can see he is upset.

6. Do ask for small, specific favors such as asking the person to move to a quieter area.

7. Do establish ground rules. State the consequences of violent or threatening behavior.

8. Do employ delaying tactics that give the person time to calm down. For example, offer a glass of water.

9. Do be reassuring and point out choices.

10. Do help the person break down big problems into smaller, more manageable problems.

11. Do accept criticism. When a complaint might be true, use statements such as, “You’re probably right” or “It was my fault.” If the criticism seems unwarranted, ask clarifying questions.

12. Do arrange yourself so that your exit is not blocked.

13. Do make sure there are three to six feet between you and the other person.
Don’ts

1. Don’t make sudden movements that may seem threatening.

2. Don’t speak rapidly, raise your volume, or use an accusatory tone.

3. Don’t reject all demands.

4. Don’t make physical contact, jab your finger at the other person, or use long periods of eye contact.

5. Don’t pose in challenging stances: directly opposite someone, hands on hips, or with arms crossed.

6. Don’t challenge, threaten, or dare the individual. Never belittle the other person.

7. Don’t criticize or act impatient.

8. Don’t attempt to bargain with a threatening individual.

9. Don’t try to make the situation seem less serious than it is.

10. Don’t make false statements or promises you cannot keep.

11. Don’t try to impart a lot of technical or complicated information when emotions are high.

12. Don’t take sides or agree with distortions.

13. Don’t invade the individual’s personal space.
	ID No.
	HWD – AdmPro – 001-10



