		Office of Human Resources
		VDH Policy Number: OHR #1.80
Effective Date: 7/16/2014
Review Cycle: 7/15/2016
Reviewer: HR Manager, Policy & Audit
[image: VDHlogo]
	Workplace Violence

	

	Application			

	

	This policy applies to employees, volunteers and third parties

	

	Policy

	

	A. VDH shall not tolerate acts or threats of violence in the workplace against its employees, volunteers, clients or property. 

B. All acts or threats of workplace violence will be handled expeditiously as dictated by the situation, and in compliance with the law and state and VDH policy.

C. VDH prohibits VDH employees and volunteers from carrying weapons on VDH property or work locations, regardless of any special permits.  To the extent allowed by law, third parties are prohibited from carrying weapons on VDH property or work locations. By law, VDH cannot restrict third parties who have proof of a valid concealed weapons permit on their person from carrying a concealed weapon on VDH property.

D. VDH prohibits any form of retaliation against an employee, volunteer or third party who makes a report of workplace violence or the threat of workplace violence, or who participates in an investigation of workplace violence under this policy.


	

	Purpose

	

	This document provides agency policy and procedures for preventing and responding to violence or the threat thereof at Virginia Department of Health (VDH) facilities or wherever work is performed by VDH employees and volunteers.

	

	Authority

	

	Department of Human Resource Management 


	

	Related Policies & Resources

	

	Department of Human Resource Management Policy #1.80, “Workplace Violence”
Virginia Code § 18.2-308


	

	Administrative Procedures

	

	A. Confidentiality – In order to ensure the safety of all employees who comply with this policy, any information related to acts or potential acts of workplace violence and the VDH response to it will only be discussed on a need to know basis.
B. Preventing workplace violence
1. Employee responsibilities – 
· It is everyone’s responsibility to prevent violence in the workplace.  Employees are often in a better position than management to know what is happening with those with whom they work.  An employee is to report to his or her supervisor/manager what s/he sees or hears in the workplace that may indicate a coworker, volunteer or third party is about to commit or be the victim of a violent act. 

· An employee who secures a Court Protective Order against anyone is encouraged to notify his or her supervisor/manager and the VDH Office of Human Resources (OHR) of the Order. 

2. Management responsibilities – 
· District/Office Directors or supervisors/managers who are notified of a court protective order or a potential violent situation in a work unit shall take steps, in consultation with OHR and the appropriate Deputy Commissioner, to assure the safety and anonymity of the individual reporting the situation;
· District/Office Directors or supervisors/managers informed by an employee in the course of counseling or disciplinary action that the job performance or conduct is the result of domestic violence, or threats of violence from third parties or fellow employees shall consult with OHR and the appropriate Deputy Commissioner on appropriate action.
· District/Office Directors or supervisors/managers notified about a potential problem in another work area/unit shall immediately share the information with OHR, the appropriate Deputy Commissioner and the supervisor/manager of the work unit/area in which the situation exists. 
· District/Office Directors or supervisors/managers of potentially affected work units/areas, in consultation with OHR and the appropriate Deputy Commissioner, shall determine what interventions (if any) should be implemented.  These may include such actions as counseling an employee or volunteer about the observed behavior, offering information about and referral to Employee Assistance Program services, enhancing the security of the work area and/or building, or having a warning signal so employees are aware when there is a present danger. 

3. Workplace Violence Prevention Officer in OHR – 
· Coordinates biennial trainings on the prevention and reporting of workplace violence with Capitol Police, the VDH Division of Injury and Violence Prevention, and other training resources such as the local police department’s Domestic Violence Unit;
· Identifies workplace violence prevention resources and has them placed and periodically updated on the OHR website.
· Disseminates information to the agency on suicide and workplace violence prevention.

C. Responding to acts or threats of workplace violence
1. Employee responsibilities – 
· An employee who becomes aware of an act or threat of workplace violence shall immediately report it to his/her supervisor/manager.  (If the supervisor/manager is the alleged perpetrator, the incident shall be reported to the next level of supervision.) 
· If the act represents an immediate threat of harm to any individual, the employee reports it without delay to law enforcement authorities by dialing 911 or the appropriate police phone number.  (In the Central Office staff must call Capitol Police at 786-2120 or 911.) 

2. Management responsibilities – 
· In consultation with OHR and the appropriate Deputy Commissioner, the District/Office Director or supervisor/manager shall intervene in on-going acts where there is not an immediate threat of physical injury and attempt to defuse the situation.
· The supervisor/manager shall complete the Workplace Violence Initial Report form (Attachment #2) by the close of business the next business day following the incident.  The form is forwarded to his or her District or Office director or the director’s designee, the Human Resources Director and to the designated VDH Workplace Violence Prevention Officer in OHR. 

3. VDH Workplace Violence Prevention Officer in OHR – The VDH Workplace Violence Prevention Officer will coordinate Employee Assistance Program services and Critical Incident Stress Management services for employees and volunteers affected by the incident. 

D. Investigating incidents of workplace violence
1. For incidents involving law enforcement officers, an investigation by the law enforcement agency will take precedence over any VDH internal investigation.  When the law enforcement agency does not perform an investigation, VDH will do so.

2. All internal investigations of incidents of workplace violence will be handled in the strictest of confidence.  Employees involved in the investigation of the incident will be reminded not to share information related to the matter.

3. Employee responsibilities – All employees shall cooperate with any investigation of workplace violence.  As necessary, employees will provide statements regarding any incident of workplace violence in which they were involved or which they witnessed. 

4. 
Management responsibilities – 

· For incidents not involving law enforcement, investigation of reported incidents of workplace violence shall be conducted by the office/health district Business Manager in consultation with OHR. The investigation shall be conducted on an immediate, priority basis in a manner consistent with the concepts of confidentiality, impartiality, and due process. 

· The office/district Business Manager will obtain any necessary statements from the individuals involved in the incident and any witnesses. 

· The office/district Business Manager shall submit a full report of the investigation of the incident, including witness statements and recommendations for any actions in response to the event, to the district or office director or his/her designee, the Human Resources Director, and to the VDH Workplace Violence Prevention Officer. 

· In consultation with VDH OHR and the office/district Business Manager the supervisor/manager of the affected work unit shall take prompt and appropriate disciplinary action as soon as is reasonably possible in accordance with Department of Human Resource Management’s Policy #1.60, “Standards of Conduct”. 

· VDH Workplace Violence Prevention Officer in OHR – The VDH Workplace Violence Prevention Officer will maintain a confidential file of all workplace violence incidents reported and when practicable perform an analysis of the events to determine if there are discernible patterns which might be addressed by agency action. 


	

	Glossary

	

	A. Concealed Weapon – Pursuant to Virginia Code § 18.2-308, a weapon shall be deemed to be hidden from common observation when it is observable but is of such deceptive appearance as to disguise the weapon's true nature.

B. Employees – VDH full- or part-time classified, “at will”, hourly (wage), and/or contract staff.

C. Volunteers – Those who perform unpaid work at VDH facilities or elsewhere in support of the VDH mission.

D. Third Parties – Anyone who is not a VDH employee and enters VDH facilities or locations where VDH staff members perform work. 

E. Workplace – Any location, either permanent or temporary, where an employee or volunteer performs work for VDH.  This includes, but is not limited to, the buildings and the surrounding perimeters, including the parking lots, field locations, alternate work locations, and travel to and from work assignments (this does not include an employee’s normal commute to work).

F. Workplace Violence – Any physical assault, threatening behavior or verbal abuse occurring in the workplace by employees, volunteers or third parties.  It includes, but is not limited to, beating, stabbing, suicide, shooting, rape, the physical destruction of property, attempted suicide, psychological trauma such as threats, obscene phone calls, an intimidating presence, and harassment of any nature such as stalking, shouting or swearing.


	

	Policy Administration

	

	Last Revision Date: [5/28/2014] 
Policy Review Cycle: [5/28/2016] 

Reviewer: ________Signature On File _________                           ___July 16, 2014_
Amanda Martens, HR Manager, Policy and Audit                                     Date 

Approver: ________Signature On File _________                           __ July 16, 2014__
Rebecca E. Bynum, Director of Human Resources                                     Date

Approver: ________Signature On File _________                           ___ July 16, 2014_
Richard P. Corrigan, Deputy Commissioner for Administration              Date
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Ishneila Moore, Employee Relations and EEO manager

	


	


Attachment 1
Summary of the
Virginia Department of Health’s Policy on Workplace Violence
The Virginia Department of Health’s (VDH) Policy #1.80, “Workplace Violence” defines workplace violence as any physical assault, threatening behavior or verbal abuse occurring in the workplace by employees, volunteers or third parties.  It includes, but is not limited to, beating, stabbing, suicide, shooting, rape, the physical destruction of property, attempted suicide, psychological trauma such as threats, obscene phone calls, an intimidating presence, and harassment of any nature such as stalking, shouting or swearing.
We are all responsible for preventing workplace violence.  Employees who are aware of threats of workplace violence or acts of workplace violence are to report it to your immediate supervisor or to the VDH Office of Human Resources.
· VDH shall not tolerate acts or threats of violence in the workplace against its employees, volunteers, clients or property. 
· All acts or threats of workplace violence will be handled expeditiously and in compliance with the law and state and VDH policy.
· VDH prohibits VDH employees and volunteers from carrying weapons on VDH property or work locations.  To the extent allowed by law, third parties are prohibited from carrying weapons on VDH property or work locations.
· VDH prohibits any form of retaliation against an employee, volunteer or third party who makes a report of workplace violence or the threat of workplace violence, or who participates in an investigation of workplace violence.
The workplace consists of any state owned or leased property or any site where VDH employees and volunteers are performing official duties.  Any employee who commits any prohibited act under this policy shall be subject to the full range of disciplinary actions, up to and including discharge.
Copies of the entire Commonwealth of Virginia and VDH Policies on Workplace Violence may be obtained from your agency human resource office or from the Department of Human Resource Management website (www.dhrm.virginia.gov/hrpolicy/policy.html) and the VDH Office of Human Resources intranet site at (http://vdhweb/HumanResources/policies.htm).   


Certificate of Receipt
Your signature below indicates your receipt of this policy summary of Policy #1.80, “Workplace Violence.” Your signature is intended only to acknowledge receipt of this summary; it does not imply agreement or disagreement with the policy itself. If you refuse to sign this certificate of receipt, your supervisor will be asked to initial this form indicating that a copy has been given to you.
Employee's Name ______________________________________________________________
Signature ___________________________________________________ Date ______________
Attachment 2
Virginia Department of Health
Workplace Violence Incident Initial Report

(Per the VDH Workplace Violence Policy 1.80, the supervisor/manager shall complete this Workplace Violence Initial Report form by the close of business the next business day reporting the incident. The form is forwarded to his or her District or Office director or the director’s designee, the Human Resources Director and to the designated VDH Workplace Violence Prevention Officer in OHR. This form should not be used for witness statements/accounts.)

Victim Information (if more than one victim, add attachment to report)
	Name: 
	[bookmark: Text6]     

	Job title:
	[bookmark: Text7]     

	Address: 
	[bookmark: Text8]     

	Work phone: 
	[bookmark: Text9]     
	Home phone: 
	     

	Ee ID#: 
	[bookmark: Text17]     
	Was the person injured?
	|_|No   |_|Yes

	If yes, specify injuries: 
	[bookmark: Text10]     

	Was the person’s supervisor/manager notified?
	[bookmark: Check15]|_|No   |_|Yes   |_|n/a (third party)

	Supervisor’s name: 
	[bookmark: Text11]     
	Phone: 
	     



Alleged Perpetrator Information (if more than one perpetrator, add attachment to report)
	Name: 
	     

	Was the perpetrator?
	[bookmark: Check16][bookmark: Check17][bookmark: Check18][bookmark: Check19][bookmark: Check21]|_|intruder   |_|customer   |_|visitor   |_|co-worker   |_|supervisor   
[bookmark: Check20][bookmark: Check22][bookmark: Check23][bookmark: Text14]|_|former employee   |_|family member/friend   |_|other (specify):      

	Job title:
	     

	Address: 
	     

	Work phone: 
	     
	Home phone: 
	     

	Ee ID#:
	     

	Was the person’s supervisor/manager notified?
	|_|No   |_|Yes   |_|n/a (third party)

	Supervisor’s name: 
	     
	Phone: 
	     





Witness Information (If more than one witness, add attachment to report)
	Name: 
	     

	Job title:
	     

	Address: 
	     

	Work phone: 
	     
	Home phone: 
	     

	Ee ID#:
	     



Incident Information
	Incident date: 
	[bookmark: Text18]     
	Time of incident: 
	[bookmark: Text2]     

	Incident location: 
	[bookmark: Text3]     

	Work location (if different): 
	[bookmark: Text4]     

	Incident type (check all that apply): 
	[bookmark: Check2][bookmark: Check3][bookmark: Check4]|_|Verbal     |_|Physical     |_|Visual

	

For Verbal incident, 
check all that apply: 
	[bookmark: Check1]|_| Spoken threats of violence against person(s) or property
[bookmark: Check5]|_|Vulgar or profane language towards others
[bookmark: Check6][bookmark: Check7]|_|Derogatory comments or slurs   |_|Verbal intimidation
[bookmark: Check8][bookmark: Check9][bookmark: Check10]|_|Obscene phone calls   |_|Shouting   |_|Exaggerated criticism
[bookmark: Check11][bookmark: Check12]|_|Name calling   |_|Coercion   
[bookmark: Text5]|_|Other (please briefly state nature of incident)      

	
For Physical incident, 
check all that apply:
	|_|Against persons   |_|Against property
|_|Hitting (with bare hands or with other implement)
|_|Pushing   |_|Spitting   |_|Kicking   |_|Stabbing   |_|Shooting   
|_|Suicide   |_|Attempted suicide   |_|Rape   |_|Holding   
|_|Impeding / blocking movement 
|_|Other (please briefly state nature of incident)      

	
For Visual incident,
check all that apply: 
	|_|Threatening or intimidating writings, electronic mail, posters, cartoons, publications, drawings   |_|An intimidating presence
|_|Stalking    |_|Threatening / intimidating gestures   
|_|Possessing or brandishing a weapon 
|_|Other (please briefly state nature of incident)      

	Briefly describe the incident:      

	Did Law Enforcement respond to the incident? |_|No   |_|Yes

	If yes, what Law Enforcement? 
	[bookmark: Text16]     





Report Completed By
	Name: 
	     
	Date: 
	[bookmark: Text15]     

	Job title:
	     
	Work phone:
	     



Distribution list: |_|Supervisor/Mgr   |_|HR Mgr   |_|District/Office Director   |_|VDH Safety Office



Attachment 3
Report of the Virginia Tech Review Panel, Appendix M
“Red Flags, Warning Signs & Indicators”
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Appendix M 
 


RED FLAGS, WARNING SIGNS AND INDICATORS 
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RED FLAGS, WARNING SIGNS AND INDICATORS 
 


By Roger Depue, Ph.D. 
 
 


Experts who evaluate possible indicators that an individual is at risk of harming 
himself or others know to seek out many sources for clues, certain red flags that merit 
attention.  A single warning sign by itself usually does not warrant overt action by a 
threat assessment specialist.  It should, however, attract the attention of an assessor 
who has been sensitized to look for other possible warning signs.  If additional warning 
signs are present then more fact-finding is warranted to determine if there is a 
likelihood of danger. 
Some warning signs carry more weight than others.  For instance, a fascination with, 
and possession of, firearms are more significant than being a loner, because possession 
of firearms gives one the capacity to carry out an attack.  But if a person simply 
possesses firearms and has no other warning signs, it is unlikely that he represents a 
significant risk of danger. 
When a cluster of indicators is present then the risk becomes more serious.  Thus, a 
person who possesses firearms, is a loner, shows an interest in past shooting situations, 
writes stories about homicide and suicide, exhibits aberrant behavior, has talked about 
retribution against others, and has a history of mental illness and refuses counseling 
would obviously be considered a significant risk of becoming dangerous to himself or 
others.  A school threat assessment team upon learning about such a list of warning 
signs would be in a position to take immediate action including: 


• Talking to the student and developing a treatment plan with conditions for 
remaining in school 


• Calling the parents or other guardians 
• Requesting permission to receive medical and educational records 
• Checking with law enforcement to ascertain whether there have been any 


interactions with police 
• Talking with roommates and faculty 
• Suspending the student until the student has been treated and doctors indicate 


the student is not a safety risk 
Following are some warning signs (indicators and red flags) associated with school 
shootings in the United States.  Schools, places of employment, and other entities that 
are creating a threat assessment capability may want to be aware of these red flags: 
Violent fantasy content –  
 Writings (Stories, essays, compositions), 
 Drawings (Artwork depicting violence), 
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Reading and viewing materials (Preference for books, magazines, television, 
video tapes and discs, movies, music, websites, and chat rooms with violent 
themes and degrading subject matter), and role playing acts of violence and 
degradation. 


Anger problems –  
 Difficulty controlling anger, loss of temper, impulsivity, 
 Making threats 
Fascination with weapons and accoutrements –  
 Especially those designed and most often used to kill people (such as machine 


guns, semiautomatic pistols, snub nose revolvers, stilettos, bayonets, daggers, 
brass knuckles, special ammunition and explosives) 


Boasting and practicing of fighting and combat proficiency –  
 Military and sharpshooter training, martial arts, use of garrotes, and knife 


fighting  
Loner –  


Isolated and socially withdrawn, misfit, prefers own company to the company of 
others 


Suicidal ideation –  
 Depressed and expresses hopelessness and despair 
 Reveals suicidal preparatory behavior 
Homicidal ideation –  
 Expresses contempt for other(s) 
 Makes comments and/or gestures indicating violent aggression 
Stalking – 
 Follows, harasses, surveils, attempts to contact regardless of the victim’s 


expressed annoyance and demands to cease and desist 
Non-compliance and disciplinary problems – 
 Refusal to abide by written and/or verbal rules 
Imitation of other murderers –  
 Appearance, dress, grooming, possessions like those of violent shooters in past 


episodes (e.g. long black trench coats) 
Interest in previous shooting situations –  


Drawn toward media, books, entertainment, conversations dealing with past 
murders 
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Victim/martyr self-concept – 
 Fantasy that some day he will represent the oppressed and wreak vengeance on 


the oppressors 
Strangeness and aberrant behavior –  
 Actions and words that cause people around him to become fearful and 


suspicious 
Paranoia –  
 Belief that he is being singled out for unfair treatment and/or abuse; feeling 


persecuted 
Violence and cruelty –  
 A history of using violence to solve problems (fighting, hitting, etc.), abusing 


animals or weaker individuals 
Inappropriate affect –  
 Enjoying cruel behavior and/or being able to view cruelty without being 


disturbed 
Acting out – 
 Expressing disproportionate anger or humor in situations not warranting it, 


attacking surrogate targets 
Police contact –  
 A history of contact with police for anger, stalking, disorderly conduct; 


Past temporary restraining orders (or similar court orders),  
A jail/prison record for aggressive crimes 


Mental health history related to dangerousness – 
A history of referral or commitments to mental health facilities for 
aggressive/destructive behavior 


Expressionless face/anhedonia – 
An inability to express and/or experience joy and pleasure 


Unusual interest in police, military, terrorist activities and materials  
 Vehicles resembling police cars, military vehicles, surveillance equipment, 


handcuffs, weapons, clothing (camouflage, ski masks, etc.) 
Use of alcohol/drugs – 
 Alcohol/drugs are used to reduce inhibitions so that aggressive behaviors are 


more easily expressed  
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