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WORKPLACE VIOLENCE RESPONSE PLAN – ANNEX K
BACKGROUND	
The Workplace Violence Response Plan Annex has been developed in conjunction with the Emergency Management Program Plan (EMPP). The Workplace Violence Response Plan Annex supplements the EMPP by providing considerations for a response to a workplace violence that has a significant effect on the organization. This plan is primarily focused on response and short-term recovery operations. 
This policy applies equally to all employees, vendors, public visitors, clients and anyone else
whom employees come into contact with during work.

According to the Occupational Safety and Health Administration (OSHA), while less than 20% of all injuries in the workplace happen to healthcare workers, 50% of all assaults in the workplace happen to healthcare workers. 

<FACILITY NAME> provides a safe workplace for all employees. To ensure a safe workplace and to reduce the risk of violence, all employees should review and understand all provisions of this workplace violence policy.

<Insert the impact of workplace violence on your Facility>.  <Discuss the significance of geographic area, human population, etc., that may be associated with workplace violence in your local area> 

PROHIBITED WORKPLACE CONDUCT

<FACILITY NAME> does not tolerate any type of workplace violence committed by or against employees. Employees are prohibited from making threats or engaging in violent activities against fellow employees, visitors, or patients. This list of behaviors provides examples of conduct that is prohibited:

· Causing physical injury
· Threatening speech
· Conducting hostile or aggressive behavior, resulting in the creation of a reasonable fear of injury to another person or subjects another individual to emotional distress
· Intentionally damaging employer property or property of another employee
· Possessing a weapon while on company property or while on company business
· Committing acts motivated by, or related to, sexual harassment or domestic violence


REPORTING PROCEDURES
All potential or actual dangerous situations must be immediately reported to a supervisor or the <FACILITY NAME> office of human resources (HR). Employees can report these acts anonymously.  HR will investigate all reported incidents. Any report or incident that requires confidentiality will be handled appropriately, with information being disclosed on a need-to-know basis only.  Employees involved in a disturbance will be counseled.  The investigation results will be discussed with the involved employees. This facility will actively intervene at any indication of a possibly hostile or violent situation.
Risk Reduction Measures
Hiring
The <FACILITY NAME> HR department will take all reasonable measures to conduct appropriate background investigations to review a candidates’ background, reducing the risk of hiring individuals with a history of violent behavior.
Individual situations
Although employees are not expected to be skilled at identifying potentially dangerous persons, employees are expected to exercise good judgment and to inform their supervisor and/or the HR department if any employee exhibits potentially dangerous behavior.  This may include:
· Discussing weapons or bringing them to the workplace
· Displaying overt signs of extreme stress, resentment, hostility or anger
· Making threatening remarks
· Showing sudden or significant deterioration of performance
· Displaying irrational or inappropriate behavior
Dangerous/Emergency Situations
In the interest of employee safety, those who may confront or encounter an armed or dangerous person should not attempt to challenge or disarm them. If a dangerous situation is encountered, employees should remain calm, make constant eye contact and talk to the individual. If safe to do so, contact a supervisor for assistance, without endangering the safety of the employee or others. Otherwise, employees should cooperate and follow the instructions given.
Enforcement
It is the policy of <FACILITY NAME> that no tolerance will be given for threats, threatening conduct, or any other acts of aggression or violence in the workplace. Any employee determined to have committed such acts will be subject to disciplinary action, up to and including termination. Nonemployees engaged in violent acts on the employer’s premises will be reported to the proper authorities and fully prosecuted.
DEFINITIONS
1. Workplace Violence: Violent actions or the threat of violent actions at a work area, including but not limited to harassment, intimidation, verbal abuse, and homicide. 
2. Zero-Tolerance: Without exception.

PROCEDURES
1. Mitigation and Preparedness
a. Strategies for Reducing Risk:
(1) Have the capability to initiate emergency communications at any time, throughout the work day;
(2) Be especially vigilant when the facility is overcrowded, patients have long wait times, and/or when understaffed;
(3) Refrain from working alone in the facility;
(4) Attend safety training programs offered by the facility or other credible organizations whenever possible.
b. Recognizing Signs of Potential Workplace Violence:
(1) Staff will alert management staff and/or human resources in the event that staff see, notice, or identify one of, a combination of, or all of the following behaviors in fellow staff members:
i. Increased severe mood swings or dramatic personality changes;
ii. Sporadic behavior;
iii. Signs & Symptoms of depression;
iv. Violent physical behaviors directed at self or others;
v. Violent speech directed at self or others;
vi. Talk of specific methods of committing suicide;
vii. Increased interest in talking about violence, weapons, and/or violent crimes;
viii. Increased interest in acquiring weapons;
ix. Increase in unexplained absences;
x. Increased use of illegal drugs and/or alcohol;
xi. Inebriated during working hours;
xii. Paranoia or delusion.
c. Management Staff Mitigation and Preparedness
Management Staff Shall:
(1) Vocalize a zero-tolerance policy towards any form of workplace violence;
(2) Inform and advise staff of the possible impact of workplace violence, and what precautions may be necessary in order to ensure the safety of all persons related to the Facility;
(3) Communicate with law enforcement, other first responders, and other public safety officials to determine best practices for mitigation and preparedness for workplace violence;
(4) Work to create strong relationships between police, fire, emergency medical services, and other public safety officials so that response to workplace violence is practiced and effective;
(5) Secure the workplace where appropriate to do so, including but not limited to, alarm systems, security personnel and/or security badges, video surveillance, and increased lighting;
(6) Emphasize the right of staff to refuse to provide any type of services in any areas of the workplace where they may feel unsafe or areas where it may appear hazardous.
(7) [bookmark: _Hlk492900517]In the event of a shelter-in-place order, management staff shall communicate to all staff, patients, and visitors at the facility to remain indoors until the all-clear notice is given. 
(8) Clearly activate and execute the Safe Evacuation or Shelter-in-Place Police and Procedure.
2. RESPONSE
a. Procedures for Reporting Signs of Potential Workplace Violence:
(1) Procedures for reporting signs of potential workplace violence may vary by Facility and by human, and environmental factors. The right person to report signs of potential workplace violence <Insert Policy and Procedures here>
(2) Staff and management staff will not tolerate any form of harassment.
(3) Staff and management Staff will remove themselves from unsafe situations, have access to emergency communications at all times, ensure that others are nearby, and report to management and/or human resources immediately. 
b. General: In the event of workplace violence:
(1) Be aware of your surroundings;
(2) Be aware of all exit points;
(3) De-escalation when confronting violence in the workplace: 
i. Communicate clearly and slowly;
ii. Maintain eye contact;
iii. Use the person’s name;
iv. Clarify their questions or statements;
v. Be empathetic to their feelings and their situation;
vi. Give the person options they can choose from;
vii. Do not make false promises;
viii. Do not make false claims;
ix. Do not cut them off or try to talk over them;
x. Do not argue;
xi. Do not ask them to “calm down.”
(4) Listen to and comply with any directions given by management staff or law enforcement.
(5) If workplace violence evolves into an active shooter event, respond as practiced and directed by Active Shooter Response Plan per Annex B;
(6) If directed, follow evacuation procedures as determined necessary by law enforcement, first responders, or Incident Commander per Annex M;
(7) If directed, follow Shelter-in-Place procedures as determined necessary by law enforcement, first responders, or Incident Commander per Annex N;
c. Management Staff During an Workplace Violence Response:
(1) Assist in deescalating the situation;
(2) Determine the severity of the workplace violence related threats, if safe to do so;
(3) <CALL 911> if necessary and when safe to do so;
(4) Determine the need to activate the ICS, when safe to do so;
(5) Management Staff will continue to communicate with local government and OEM to determine the need to active: 
i. Safe Evacuation Policy and Procedure per Annex M;
ii. Shelter-in-Place Policy and Procedure per Annex N;
iii. Utility Failure Response Plan in the event of utility failures per Annex J;
iv. Activate the Active Shooter Response Plan in the event the situation evolves into an Active Shooter Response per Annex B.


ROLES AND RESPONSIBILITIES
The goal of the <FACILITY NAME> Workplace Violence Response Plan Annex is to support a work environment in which violent or potentially violent situations are effectively addressed with a focus on prevention by increasing employee understanding of the nature of workplace violence, how to respond to it, and how to prevent it. Success in the protection of our employees requires your personal attention and, as necessary, appropriate action.

IT IS UP TO EACH EMPLOYEE TO HELP MAKE THE WORKPLACE A SAFE ENVIRONMENT FOR ALL OF US. The expectation is that each employee will treat all other employees, as well as customers or clients, with dignity and respect.
	Employees 
are responsible for:
	their own behavior by interacting responsibility with fellow employees, supervisors, and clients

	
	being familiar with Department policy regarding workplace violence

	
	promptly reporting actual and/or potential acts of violence to appropriate authorities

	
	cooperating fully in investigations/assessments of allegations of workplace violence

	
	being familiar with the services provided by an Employee Assistance Program

	
	informing appropriate personnel about restraining or protective court orders related to domestic situations so that assistance can be offered at the work site



	Managers and Supervisors 
are responsible for:
	informing employees of the Department's workplace violence policy and program

	
	taking all reported incidents of workplace violence seriously

	
	investigating all acts of violence, threat, and similar disruptive behavior in a timely fashion and taking the necessary action(s)

	
	providing feedback to employees regarding the outcome of their reports regarding violent or potentially violent incidents

	
	requesting, where appropriate, assistance from functional area expert(s)

	
	being cognizant of situations that have the potential to produce violent behavior and promptly addressing them with all concerned parties

	
	encouraging employees who show signs of stress or evidence of possible domestic violence to seek assistance, such as the Employee Assistance Program

	
	assuring, where needed, that employees have time and opportunity to attend training, e.g., conflict resolution, stress management, etc.



	Human Resources 
is responsible for:
	assisting in assessing and investigating allegations of workplace violence raised by employees, supervisors, and/or managers, as requested

	
	providing technical expertise and consultation to help supervisors determine what course of administrative action is most appropriate in specific situations

	
	providing advice and counsel regarding personnel rules and regulations

	
	offering training courses to assist employees to deal with situations which may lead to potential violence, e.g., conflict resolution, stress management, negotiation skills, etc.


[bookmark: _GoBack]
3. RECOVERY
a. After a workplace violence event occurs, the CEO/Executive Director, Incident Commander, and/or Safety Officer in coordination with first responders, will account for all staff, patients, and families in order to determine injured, missing, etc.

b. Management Staff will encourage staff to write reports and log all workplace violence and workplace violence-related events.

c. The CEO/Executive Director, Incident Commander, and/or Safety Officer in coordination with first responders, will assess the extent of the staff’s physical injuries and the closing of an entire Facility building or portions of the building will be determined by the CEO/Executive Director or designate.
d. The CEO/Executive Director, Incident Commander, and/or Safety Officer in coordination with first responders, will implement plans for psychological first aid for staff, in order to help facilitate staff recovery to the possibly traumatic workplace violence event. 
e. The CEO/Executive Director, Incident Commander, and/or Safety Officer will implement plans for continued psychological assessments, group therapy sessions, and extended care for staff, in order to help facilitate long-term staff recovery to the possibly traumatic workplace violence event.

f. The CEO/Executive Director or Incident Commander will assess each of the organizations site’s ability to continue and maintain operations. This will be accomplished with the aid of the fire department and/or trained building inspectors as death or severe injury can occur when untrained employees re-enter a damaged or contaminated facility. The closing of an entire Facility building or portions of the building will be determined by the CEO/Executive Director or designate.
4. RESPONSE GUIDE FOR INCIDENT MANAGEMENT TEAM
a. Refer to Appendix 4 for Hazard Specific Incident Response Guides.
b. Refer to Appendix 5 for Position Specific Job Action Sheets.
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