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YOUR COMPANY NAME
WORKPLACE VIOLENCE PREVENTION
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It shall be the policy of the Your Company Name to provide all employees and members of the public with a safe and healthful work environment. It shall be the policy of Your Company Name to take appropriate actions to protect, as fully as possible, state employees and members of the public from acts of violence, threats, intimidation and harassment which may occur at state workplaces, and during the performance of state duties. The (department name) shall also take action, including involving state or local law enforcement, in pursuing prosecution through judicial or other appropriate administrative remedies when such incidents occur.

[bookmark: _Toc450037165]PURPOSE 
The purpose of the "Workplace Violence Prevention Program" is to ensure that Your Company Name provides employees and members of the public with a place to conduct the business of this Department free of threats, intimidation, harassment, and acts of violence.


[bookmark: _Toc450037166]DEFINITIONS 
· Act of Violence - An act of violence is the attempt (coupled with the ability), or actual use of force of violence with the intent to threaten, harass, intimidate, commit a violent injury, or damage/destroy property. 
· Threat - A threat is a statement (verbal, written or physical) which is intended to intimidate by expressing the intent to either harass, hurt, take the life of another person, or damage/destroy property. This includes threats made in jest but which others could perceive as serious. 
· Harassment - The creation of a hostile work environment through unwelcome words, actions, or physical contact not resulting in physical harm. Verbal harassment may include disparaging or derogatory comments or slurs, unreasonable or excessive criticism, or name calling. 
· Intimidate - To make afraid; to frighten, alarm, annoy, or scare. To force a person into, or deter them from, some action by inducing fear by, or as if by, threats. 
· Stalking - Stalking occurs when any person willfully, maliciously and repeatedly follows or harasses another and makes a credible threat with the intent to place that person in reasonable fear for his/her safety or the safety of his/her immediate family. 
· Workplace Violence - The three major types of workplace violence are: 
· Type I - The aggressor has no legitimate business relationship to the workplace and usually enters the affected workplace to commit a robbery or other criminal act such as robbery. 
· Type II - The aggressor is either the recipient or the object, of a service provided by the affected workplace or the victim, such as a current or former client, patient, customer, passenger, criminal suspect, inmate or prisoner. 
· Type III - The aggressor has some employment-related involvement with the affected workplace such as a current or former employee, supervisor, manager; a current/former spouse or significant other, a relative, friend; or some other person who has a dispute with an employee of the affected workplace.




[bookmark: _Toc450037167]RESPONSIBILITY 
All state work sites are required to maintain a “Workplace Violence Prevention Program,” which may in some cases be included as part of the Injury and Illness Prevention Plan (IIPP). The IIPP is required by Cal/OSHA Title 8. 

Manager/Supervisor
Managers and supervisors are responsible for ensuring compliance with the provisions of the Workplace Violence Prevention Program. It is the responsibility of each and every employee to immediately report any and all acts of workplace violence to their supervisor or manager without fear of reprisal. All reports must be taken seriously. The initial verbal report must be followed up with written documentation which should include the following critical information: Names of the involved parties (i.e. perpetrator, victim and witnesses), exactly what occurred, when the incident occurred, where the event took place, and if known why it happened. 

[bookmark: _Toc450037168]COMPLIANCE
Your Company Name is committed to ensuring that all safety and health policies and procedures involving workplace violence prevention are clearly communicated and understood by all employees. All employees are responsible for using safe work practices, for following all directives, policies and procedures, and for assisting in maintaining a safe, healthy and secure work environment. Our system of ensuring that all employees, including supervisors and managers, comply with work practices that are designed to make the workplace more secure, and do not engage in threats or physical actions which create a security hazard for others in the workplace, include: 
1. Training employees, supervisors, and managers of the provisions of the Department's Workplace Violence Prevention Program (WVPP) when they are hired and periodically through memos, electronic mail, staff meetings, and training.) 
2. Evaluating employees to ensure compliance with the Department's WVPP. 
3. Recognizing employees who demonstrate work practices that promote the WVPP in the workplace by (example: memos of accommodation from the director). 
4. Providing training and/or Employee Assistance Program services to employees whose compliance is deficient with the WVPP. 
5. Disciplining employees for failure to comply with WVPP. (You can either refer to the department's existing discipline process or outline specific steps for the WVPP) 
6. Ensuring proper public notice of WVPP. 

[bookmark: _Toc450037169]COMMUNICATION 
Your Company Name recognizes that to maintain a safe, healthy and secure workplace we must communicate to all employees, including managers and supervisors, all workplace safety, health and security issues. We have a communication system designed to encourage a continuous flow of safety, health and security information between management and our employees without fear of reprisal and in a form that is readily understandable. We will communicate the WVPP policies and procedures through:
1. New employee orientation. 
2. Periodic (designate weekly, monthly, quarterly, yearly based on the frequency and severity of workplace violence incidents) review of our WVPP with all employees. 
3. Training programs designed to address specific aspects of workplace violence prevention and security unique to our location. [The following training is offered: (list training). You can call your Crime/Workplace Violence Prevention Coordinator for more information.] 
4. Posting and distributing workplace violence prevention information. 
5. Reporting workplace violence/security hazards or threats of violence. (Talk to your supervisors first, if that isn't possible, call your (Crime/Workplace Violence Prevention Coordinator or the Personnel Office)
6. Protecting employees who report incidents of workplace violence from retaliation by the person making the threats. Employees who report incidents of workplace violence will be protected from the person making the threats by the Department immediately taking the appropriate actions such as removing the person, making the threats, from the work area until the situation is resolved. For serious threats or acts of violence, Security and/or the local police will be called. See the posted Standard in your work area for emergency phone numbers.
7. Addressing security issues at our workplace violence prevention/security team meetings. (Security issues will be discussed at safety/workplace violence/joint Labor Management safety committee meetings. The committee will recommend solutions to management. The Crime/Workplace Violence Prevention Coordinator will implement approved solutions.
8. Ensuring proper public notice of WVPP.

[bookmark: _Toc450037170]HAZARD ASSESSMENT 
Your Company Name will perform workplace hazard assessment for workplace violence prevention/security in the form of periodic inspections. Periodic inspections to identify and evaluate workplace violence/security hazards and threats of workplace violence are performed by: (area/location specific person's name) Periodic inspections are performed according to the following schedule: 
No less than once a quarter, (see Appendix C) 
When the Workplace Violence Prevention Program is implemented; 
When new, previously unidentified workplace violence/security hazards are recognized; 
When occupational injuries or threats of injury occur; and 
Whenever workplace conditions warrant an inspection. 
Within 30 days of reported incident a follow-up inspection is warranted. Periodic inspections for violence prevention/security hazards consist of identification and evaluation of workplace hazards and changes in business practices, and may require assessing for more than one type of workplace violence. Our establishment performs inspections for each type of workplace violence by using the methods specified below to identify and evaluate workplace hazards. 

Inspections for Type I workplace security hazards include assessing: 
· The exterior and interior of the workplace for its attractiveness to robbery or other criminal acts. 
· The need for security surveillance measures, such as mirrors or cameras. 
· Posting of signs notifying the public that limited cash is kept on the premises. 
· Procedures for employee response during a robbery or other criminal act. 
· Procedures for reporting suspicious persons or activities. 
· Posting of emergency telephone numbers for law enforcement, fire and medical services where employees have access to a telephone with an outside line. 
· Limiting the amount of cash on hand and using safes for large amounts of cash, or armor car pickup. 
· Building alarm systems and Crime Prevention through Environmental Design. 

Inspections for Type II workplace security hazards include assessing: 
· Access to, and freedom of movement within, the workplace. 
· Adequacy of workplace security systems, such as door locks, security windows, physical barriers, and restraint systems. 
· Frequency and severity of threatening or hostile situations that may lead to violent acts by persons who are service recipients of our establishment. 
· Employee’s skill in safely handling threatening or hostile service recipients. 
· Effectiveness of systems and procedures to warn others of a security danger or to summon assistance, e.g., alarms or panic buttons. 
· The use of work practices such as "buddy" systems for specified emergency events. 
· The availability of employee’s posted escape routes.

Inspections for Type III workplace security hazards include assessing: 
· How well our establishment's workplace violence prevention policy has been communicated to employees, supervisors, or managers. 
· How well our establishment's management and employees communicate with each other. 
· Our employees', supervisors' and managers' knowledge of the warning signs of potential workplace violence. 
· Access to, and freedom of movement within, the workplace by non-employees, including former employees or persons with whom one of our employees is having a dispute. 
· Frequency and severity of worker reports of incidents of physical or verbal abuse by managers, supervisors or other employees. 
· Any prior violent acts, threats of physical violence, verbal abuse, property damage or other signs of strain or pressure in the workplace. 
· Worker progressive disciplinary procedures.

[bookmark: _Toc450037171]HAZARD CORRECTION
Hazards, which threaten the security of employees, shall be corrected based on severity when they are first observed or discovered. 

Corrective measures for Type I workplace security hazards can include: 
1. Making the workplace unattractive to robbers and other criminal acts. 
2. Utilizing security guards and surveillance measures, such as cameras or mirrors, to provide information as to what is going on outside and inside the workplace. 
3. Reporting procedures for notifying designated employees of suspicious persons or activities. 
4. Posting emergency telephone numbers for law enforcement, fire and medical services where employees have access to a telephone with an outside line.  
5. Posting signs to notify the public that limited cash is kept on the premises. 
6. Limiting cash on hand and using time access safes and armored car services for large amounts of cash.. 
7. Training on emergency action procedures for employees, supervisors and managers. 8. Using alarm systems and access control systems. 
8. Applying Crime Prevention through Environmental Design practices. 

Corrective measures for Type II workplace security hazards include:  
· Controlling access to the workplace and freedom of movement within it, consistent with business necessity. 
· Ensuring adequate workplace security/access control systems, such as door locks, security windows, physical barriers, and restraint systems. 
· Providing worker training in recognizing and handling threatening or hostile situations that may lead to violent acts by persons who are service recipients of our establishment. 
· Placing effective systems to warn others of a security danger or to summon assistance, e.g., alarms or panic buttons. 
· Providing procedures for a "buddy" system for specified emergency events. 6. Ensuring adequate emergency escape routes. 
Corrective measures for Type III workplace security hazards include: 
1. Communicating effectively our department's workplace violence prevention policy to all employees, supervisors, and managers.  
2. Improving how well our establishment's management and employees communicate with each other. 
3. Increasing employees, supervisors', and managers' awareness of the warning signs of potential workplace violence. 
4. Controlling access to, and freedom of movement within, the workplace by nonemployees, including recently discharged employees or persons with whom one of our employee's is having a dispute. 
5. Providing counseling to employees, supervisors or managers who exhibit behavior that represents strain or pressure which may lead to physical or verbal abuse of coworkers. 
6. Ensuring all reports of violent acts, threats of physical violence, verbal abuse, property damage or other signs of strain or pressure in the workplace are handled effectively by management and that the person making the report is not subject to retaliation by the aggressor. 
7. Ensuring worker disciplinary and discharge procedures address the potential for workplace violence. 
8. Applying crime prevention measures through environmental design and administrative measures including but not limited to: 
· well lighted areas 
· security/controlled access to work area 
· Employees must visibly display employee ID badge at all times while in a Department facility 
· code word recognized by coworkers to indicate you need help 
· visitor sign-in 
· visitor badges 
· well lighted parking lots and area surrounding the building 
· buddy system for walking to car or locations away from the building I. security cameras 
· bullet resistant glass 
· mounted area mirrors L. onsite security guards 
· eliminate hiding places in areas surrounding the building, i.e. overgrown shrubs, dark areas 
· panic buttons 
· locks on restroom doors 
· remove sharp objects from view that could be used as a weapon (offices with public access) 
· caller ID on phones 
· field staff check in (cell phones)  
· cash locked in vault
[bookmark: _Toc450037172]TRAINING AND INSTRUCTION 
We have established the following policy with respect to training all employees on workplace security. All employees, including managers and supervisors, shall have training and instruction on general and job-specific workplace security practices. Training and instruction shall be provided when the Workplace Violence Prevention Program (WVPP) is first established and periodically thereafter. Training shall also be provided to all new employees, to other employees for whom training has not previously been provided and to all employees, supervisors, and managers given new job assignments for which specific workplace security training for that job assignment has not previously been provided. Additional training and instruction will be provided to all personnel whenever the employer is made aware of new or previously unrecognized security hazards. 

General workplace security training and instruction includes, but is not limited to, the following: 
1. Specific WVPP and crime prevention training for the Department Crime/Workplace Violence Prevention Coordinator to develop and maintain the workplace violence/crime prevention program. 
2. Explanation of the WVPP including measures for reporting any violent acts or threats of violence. 
3. Recognition of workplace security hazards including the risk factors associated with the three types of workplace violence. 
4. Measures to prevent workplace violence, including procedures for reporting workplace security hazards or threats to managers and supervisors. 
5. Ways to defuse hostile or threatening situations. 
6. Measures to summon others for assistance. 
7. Routes of escape. 
8. Notification of law enforcement authorities when a criminal act may have occurred. 
9. Emergency medical care to be provided to a victim of any violent act upon a worker; 
10. Post-event trauma counseling for those employees desiring such assistance. 
11. California Victim Compensation and Government Claims Board. 
12. Department of Personnel Administration Rules. 
13. Union Contracts. 
In addition, we provide specific instructions to all employees regarding workplace security hazards unique to their job assignment, to the extent that such information was has not previously been covered in other training.

[bookmark: _Toc450037173]RECORDKEEPING 
An effective record keeping system helps in selecting the appropriate level of controls to prevent recurrence and in determining required training. Records should be kept up to date 
· OSHA 300 - Pursuant to Title 8 California Code of Regulations, Sections 14300 through 14400, employers are required to record on their OSHA 200 Log all fatalities and illnesses and specified injuries which occur as a result of work related injuries or illnesses including workplace violence: 
Those injuries which are recordable are those which result in the following: 
· Loss of consciousness; 
· Restriction of work or motion; 
· Transfer to another job or termination of employment; or 
· Medical treatment beyond first aid. 
Workplace violence includes assaults that take place on the employer's premises and at other locations where employees are engaged in work-related activities or are present as a condition of employment. 

The following records should be kept in a separate file for Workplace Violence Prevention Incident Reports in accordance with departmental policies: 
· Incident Reports - any acts of aggression should be recorded; they may be threatening to the worker, but may not result in injury, (i.e. pushing or shouting). The report should describe who was threatened or assaulted, the type of activity, (i.e. unprovoked sudden attack), and all other circumstances of the incident. The records should include a description of the location/environment, potential or actual costs, lost time, nature of injuries sustained, etc. 
· Minutes of safety meetings - should be taken and should contain findings, corrective actions recommended relative to workplace violence, along with department's response and completion dates for action items.
· Employee questionnaires - which should that assess employee views of high risk work areas and activities. 

The following records should be maintained.
· Training records - which should include dates that training was conducted, type of training given, employees trained, etc. 
· Inspection records - which should include dates of inspection, areas inspected, all findings and recommendations, any control measures implemented, etc.

[bookmark: _Toc450037174] INCIDENT REPORT FORM 

1. VICTIMS NAME:________________________ JOB TITLE:_______________ 


2. VICTIMS ADDRESS:_______________________________________________ 


3. HOME PHONE NUMBER:___________ WORK PHONE NUMBER:_______________ 


4. EMPLOYERS NAME AND ADDRESS:____________________________________


5. DEPARTMENT/SECTION:____________________________________________ 


6. VICTIMS SOCIAL SECURITY NUMBER:________________________________ 


7. INCIDENT DATE__________________________________________________


8. INCIDENT TIME:_________________________________________________ 


9. INCIDENT LOCATION:_____________________________________________ 

10. WORK LOCATION (if different):_________________________________ 


1. TYPE OF INCIDENT: (circle one): Assault, Robbery, Harassment, Disorderly Conduct, Sex Offense, Other. (Please Specify) _________________________________________________________________ 

2. (See DEFINITION OF INCIDENTS) 

12. WERE YOU INJURED: (circle): Yes No If yes, please specify your injuries and the location of any treatment: ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________



