WORKPLACE VIOLENCE INSPECTION CHECKLIST

This checklist was adapted from “Violence on the Job: A Guidebook for Labor and
Management” published by the Labor Occupational Hedth Program, University of
Cdifornia, Berkeley, 1997.

Use this checklist as part of aregular safety and helth inspection or audit thet is
conducted by the joint |abor/management safety committee or by the union itsdlf.
Although this checklist can be used for any facility, it can aso be adapted to meet the
loca union’s needs. If aquestion does not apply to the workplace, then write “N/A” (not
goplicable) in the notes column. Add any other questions that may be appropriate.

Use this ingpection checklist to determine which hazards are well controlled and what
control measures need to be enhanced. While ingpecting the facility for workplace
violence hazards, the local union or committee may need to ask workers or investigate in
other ways to answer some of the checklist questions.

STAFFING

1. Isthere someone responsible for building security?

DYes DNo DSometim&e Notes

Whoisit?

2. Areworkerstold who isresponsible for security?

DY& DNO DSometimes Notes

3. Isadequate and trained staffing available to protect workers againgt assaults or
other violence?

DYes DNo DSometim&e Notes

4. Istherea“buddy sysem” for when workers are in potentially dangerous
gtuations?

DYes DNo DSometimes Notes

5. Aretheretrained security personnel accessible to workersin atimely manner?

DY& DNo DSometimes Notes

6. Do security personnel have sufficient authority to take al necessary action to
ensure worker safety?



DY% DNo DSometimes Notes

7. Are security personnd provided outside the building?

DY% DNo DSometimes Notes

8. Isthe parking lot attended or otherwise secure?

DY% DNo DSometimes Notes

9. Are security escorts available to walk employees to and from the parking lot?

DY& DNo DSometi mes Notes

TRAINING

1. Areworkerstrained in the emergency response plan (for example, escape routes,
notifying the proper authorities)?

DY% DNo DSometimes Notes

2. Areworkerstrained to report violent incidents or threets?

DY% DNo DSometimes Notes

3. Areworkerstrained in how to handle difficult clients or patients?

DY& DNo DSometimes Notes

4. Areworkerstrained in ways to prevent or defuse potentidly violent Stuations?

DY& DNo DSometi mes Notes

5. Areworkerstrained in persond safety and sdlf-defense?

DY& DNo DSometimes Notes

FACILITY DESGN

1. Arethere enough exits and adequate routes of escape?

DYes DNo DSome Notes




. Can exit doors be opened only from the inside to prevent unauthorized entry?

DYes DNo DSome Notes

Is the lighting adequate to see clearly in indoor areas?

DYes DNo DSome Notes

. Arethere employee-only work areas that are separate from public areas?

DYes DNo DSome Notes

|s access to work areas only through a reception area?

DYes DNo DSome Notes

. Arereception and work areas designed to prevent unauthorized entry?

DYes DNo DSome Notes

. Could someone hear aworker cdl for help?

DYes DNo DSome Notes

. Can workers observe patients or clientsin waiting arees?

DYes DNo DSome Notes

. Do areas used for patient or client interviews alow co-workersto observe any
problems?

DY& DNo DSome Notes

10. Arewaiting and work areas free of objects that could be used as weapons?

DY& DNo DSome Notes

11. Are chairs and furniture secured to prevent use as weagpons?

DY& DNo DSome Notes

12. Isfurniture in waiting and work areas arranged to prevent employees from

becoming trapped?



DY% DNo DSome Notes

13. Are patient or client areas designed to maximize comfort and minimize stress?

DY% DNo DSome Notes

14. Isa secure place available for employeesto store their persond belongings?

DY% DNo DSome Notes

15. Are private, locked restrooms available for staff?

DY& DNo DSome Notes

SECURITY MEASURES

Does the wor kplace have:

1. Physcd bariers (Plexiglas partitions, e evated counters to prevent people from
jumping over them, bullet-proof customer windows, etc.)?

DYes DNo DSome Notes

2. Security cameras or closed circuit TV in high-risk areas?

DYes DNo DSome Notes

3. Panic buttons (portable or fixed)?

DYes DNo DSome Notes

4. Alarm sysgems?

DYes DNo DSome Notes

5. Metal detectors?

DYes DNo DSome Notes

6. X-ray machines?

DYes DNo DSome Notes




7. Door locks?

DYes DNo DSome Notes

8. Internd phone system to activate emergency assstance?

DYes DNo DSome Notes

9. Phoneswith an outsde line programmed to call 9117?

DYes DNo DSome Notes

10. Two-way radios, pagers or cdlular phones?

DYes DNo DSome Notes

11. Security mirrors (convex mirrors)?

DYes DNo DSome Notes

12. Secured entry (buzzers)?

DYes DNo DSome Notes

13. Persond darm devices?

DYes DNo DSome Notes

OUTSIDE THE FACILITY

1. Do workersfed safe waking to and from the workplace?

DY& DNo DSometimes Notes

2. Arethe entrancesto the building clearly visible from the street?

DYes DNo DSometim&e Notes

3. Istheareasurrounding the building free of bushes or other hiding places?

DYes DNo DSometim&e Notes

4. Isvideo surveillance provided outside the building?



DY% DNo DSometimes Notes

5. Isthere enough lighting to see clearly outside the building?

DY% DNo DSomaimes Notes

6. Aredl exterior wakways visble to security personnd?

DY% DNo DSometimes Notes

7. Isthere anearby parking lot reserved for employees only?

DY& DNo DSometimes Notes

8. Istheparking lot free of bushes or other hiding places?

DY& DNo DSometimes Notes

9. lIsthere enough lighting to see clearly in the parking lot and when walking to the
building?

DY& DNo DSometimes Notes

10. Have neighboring facilities and businesses experienced violence or crime?

DYes DNo DSometim&e Notes

WORKPLACE PROCEDURES

1. Ispublic accessto the building controlled?

DY& DNo DSometimes Notes

2. Arefloor plans posted showing building entrances, exits and location of security
personnel ?

DY& DNo DSometimes Notes

3. Arethesefloor plansvishle only to saff and not to outsiders?

DYes DNo DSometim&e Notes

4. Isother emergency information posted, such as telephone numbers?



DY% DNo DSomaim% Notes

5. Are specid security measures taken to protect people who work late at night
(escorts, locked entrances, etc.)?

DY& DNo DSometimes Notes

6. Arevigtorsor clients escorted to offices for gppointments?

DY& DNo DSometi mes Notes

7. Areauthorized vistorsto the building required to wear ID badges?

DY& DNo DSometimes Notes

8. Areidentification tags required for staff (omitting persona information such as
the person’ s last name and socia security number)?

DYes DNo DSometimes Notes

9. Areworkers notified of past violent acts by particular clients, patients, etc.?

DYes DNo DSometimes Notes

10. Isthere an established liaison with locd police?

DYes DNo DSometimes Notes

11. Are patients or clients in waiting aress cearly informed how to use the
department’ s services so they will not become frustrated?

DY& DNo DSometimes Notes

12. Are waiting times for patient or client services kept short to prevent frustration?

DY& DNo DSometimes Notes

13. Are broken windows and locks repaired promptly?

DY& DNo DSometimes Notes

14. Are security devices (locks, cameras, darms, etc.) tested on aregular basis and
repaired promptly when necessary?



DY% DNo DSometimes Notes

FIELD WORK

Staffing:
1. Isthere adeguate gaffing in the field?

DY& DNo DSometimes Notes

2. Areescortsor “buddies’ provided for people who work in potentidly dangerous
Stuations?

DYes DNo DSometimes Notes

3. Isassgance provided to workersin the field in atimely manner when requested?

DYes DNo DSometimes Notes

Training:

1. Areworkers briefed about the areain which they will be working (gang colors,
neighborhood culture, language, drug activity, etc.)?

DYes DNo DSometimes Notes

2. Canworkers effectively communicate with people they meet in the field (same
language, etc.)?

DYes DNo DSometi mes Notes

3. Are people who work in the field late at night or early mornings advised about
specia precautions to take?

DY& DNo DSometimes Notes

Work Environment:

1. Isthere enough lighting to see clearly in al areas where workers must go?

DYes DNo DSometimes Notes

2. Arethere safe places for workersto eat, use the restroom, store valuables, etc.?



DY% DNo DSometimes Notes

3. Arethere places where workers can go for protection in an emergency?

DY% DNo DSometim& Notes

4. |ssafe parking readily avallable for workersin the fied?

DY% DNo DSometimes Notes

Security M easur es:

1. Areemployees provided two-way radios, pagers, or cdlular phones?

DYes DNo DSometi mes Notes

2. Are employees provided with personad darm devices or portable panic buttons?

DYes DNo DSometimes Notes

3. Arevehicle door and window locks controlled by the driver?

DYes DNo DSometimes Notes

4. Arevehicles equipped with physical barriers (Plexiglas partitions, etc.)?

DYes DNo DSometimes Notes

Work Procedures:

1. Areworkers given maps and good directions covering the areas where they will
be working?

DYes DNo DSometimes Notes

2. Areworkers given dterndive routes to use in neighborhoods with ahigh crime
rate?

DY% DNo DSometimes Notes

3. Doesapolicy exist to dlow workers to refuse service to clients or customers (in
the home, etc.) in a hazardous Situation?



DY% DNo DSometimes Notes

4. Hasaliaison with the police been established?

DY% DNo DSometimes Notes

5. Do workers avoid carrying unnecessary items which someone could use asa
wegpon againg them?

DY& DNo DSometi mes Notes

6. Isasafevehicle or other trangportation provided by the employer for usein the
fidd?

DYes DNo DSometimes Notes

7. Arevehidesusad in the fidd routindy ingpected and kept in good working order?

DYes DNo DSometim&s Notes

8. Isthere dways someone who knows where each worker is?

DYes DNo DSometimes Notes

9. Arenametagsrequired for workersin the fiedld (omitting persond informeation
such as last name and socid security number)?

DY% DNo DSometi mes Notes

10. Areworkers notified of past violent acts by particular clients, patients, etc.?

DY& DNo DSometimes Notes

Are special precautions taken when workers:

1. Peform “enforcement” functions (parking control officers, inspectors, etc.)?

DYes DNo DSometimes Notes

2. Haveto take something away from people (remove children from the home, turn
off utilities, etc.)?

DY% DNo DSometimes Notes




. Have contact with people who behave violently?

DYes DNo DSometim&s Notes

. Usevehides or wear clothing marked with the name of an organization thet the
public may strongly didike?

DY% DNo DSometimes Notes

. Perform duties insde peopl€'s homes?

DY% DNo DSometi mes Notes

. Have contact with dangerous animals (dogs, etc.)?

DY% DNo DSometimes Notes




Appendix F:
Workplace Violence Incident Report Form

This incident report was adapted from “Violence on the Job: A Guidebook for Labor ad
Management” published by the Labor Occupational Hedth Program, University of
Cdifornia, Berkeley, 1997.

As s00n as reasonably possible, the loca union representative should document incidents
(or even close cdls) of workplace violence. Workers who were involved in the incident
aswell as any workers who may have witnessed what happened should be interviewed.
Thisform may be completed by the worker involved in the incident or the union
representative.

PERSONAL INFORMATION

1. Name (optiond)

2. Job title

3. Facility/employer address

DMaIe DFemde

4. Yearsin current job

INCIDENT DESCRIPTION

5. Date incident occurred

6. Timeincident occurred



7. Location where incident occurred (be specific)

8. Describe the incident

9. Type of incident (check al that gpply)

DGrabbed DThreatened with wegpon
Urushed Lverbaly harassed
DSIapped DVerbd ly threstened
Lkicked Lsomb threat

U scratched Uanima atack

LHit with fist LRobbery

DHit with object DVanddism (employer’s property)



O Bitten DVanddism (own property)

Uknifed (or attempted) Darson
DShot (or attempted) DOther
U sewaly Assauited

DAssauIted with weapon

10. What type of weapon was used? How was the weapon obtained?

11. Were you working done? If no, who was with you that may have witnessed the
incident?

12. Was security personnel on duty at the time of the assault? If yes, was security
notified? Did security respond? When?




13. Who threatened or assaulted you?

D Client/customer
D Parent

U ramilysriend
of client or patient

DCo-worker

DStranger

M| Person in custody
DSpouse or partner

O Former spouse or partner

DRobber/bnga

D Patient
DStudent

DSupervi sor/manager

14. Were any threats made before the incident occurred? If yes, did you ever report to
your supervisor or manager that you were threstened, harassed, or suspicious that the

attacker may become violent?

INCIDENT ANALYSIS

15. Has this type of incident occurred before at the workplace?

16. What do you think were the main factors that contributed to the incident?




17. What could have prevented or at least minimized the damage caused by thisincident?

POST-INCIDENT RESPONSE

18. Did you require medicd attention as aresult of the incident?
19. Did you misswork as aresult of the incident?

20. Did you apply for workers compensation?

21. Was the incident reported to a supervisor or manager?

22. Was apolice report filed?

23. Wasimmediate counseling provided to affected employees and witnesses who
desired it?

24. Was criticd incident debriefing provided to dl affected staff who desired it?
25. Was post-trauma (follow-up) counsdling provided to al affected staff who desired it?
26. Was dl counsdling provided by a professond counselor?

27. Was the counsdling effective?

28. Was the victim advised about legd rights?

Report completed by

Department/Job Title/Union Pogtion



Date

Phone number




Appendix G:
Workplace Violence Contract L anguage

Negotiating contract language thet makes the employer responsible for protecting
workers from thrests and assaults can be very effective in addressing workplace violence
issues— particularly in those states where public employees are not covered by OSHA
regulations. Mogt of the examples of the contract language written in this Appendix come
from contracts negotiated by AFSCME. Other examples of AFSCME contract language
are scattered throughout this guidebook.

Every contract should &t least have a*“genera duty clause” that basicaly requiresthe
employer to provide a safe and hedthful workplace to its employees. To make this
language more specific to workplace violence issues, the word “secure’ could be added
to the “generd duty clause”

The Employer shall provide a safe, healthful, and secure workplace.

Contract language that requires the employer to implement a comprehensive workplace
violence prevention program as described in Chapter 8 can aso be negotiated by the loca
union. If the contract is not due to expire soon, this language, in the mean time, could be
used as the basis of a*memorandum of understanding” or other negotiated document that
later could be incorporated into the contract once it is re-negotiated. The contract
language may aso include the employer’ s and union’s commitment to jointly address
workplace violence issues.

The Employer, in cooperation with the Union, shall develop a comprehensive workplace
violence prevention program that includes:

(a) methods for identifying work practices and environmental factors that may lead to
violence;

(b) procedures for implementing controls that will reduce the risks for violence, including
training employees,

(c) procedures for responding to violence if it occurs; and,

(d) the provision of support to staff who have experienced violence.

More specific workplace violence contract language can be negotiated in addition to the
generd duty clause and workplace violence prevention program. Contract language that
targets specific occupations, such as correctiond officers or social services workers, may
aso be useful. The following types of workplace violence contract language are options:

Staffing
In situations where a significant risk of violence has been identified, an adequate level of

trained and permanent staff must be provided to cope with the level of demand generated
by patients, clients, and their relatives and friends.



Security

The Employer agrees to maintain reasonably secure parking facilities for all employees.
Security will be provided for employees who work at night and on weekends. (AFSCME
Loca 544-1, Ohio Council 8 and the County Department of Human Services, 1991-1993
contract)

Counsdling

The Employer shall provide employees appropriate and adequate Critical Incident Stress
Debriefing (CISD). CISD isto be used for critical job-related incidents including, but not
limited to, mass casualty, work peer suicide, serious work injury, and/or work-related
death of co-workers. (AFSCME Loca 3999, Council 18 and City of Santa Fe)

L eave

...assault leave shall be granted to an employee who is unable to work and who,
therefore, is absent from his/her assigned duties because of disability resulting from a
physical assault which is clearly unprovoked. Said leave shall not be charged against
sick leave earned... Said employee shall be granted the aforementioned assault leave and
shall be maintained on full pay status during such absence, up to a maximum of ninety
(90) working days. (OAPSE/AFSCME Local 461-1 and the Mathews Board of Education
[Ohio], 1991-1994 contract)

Should an assault on a member occur and if it resultsin loss of time, the employee shall
be paid in full for a period not to exceed six (6) months, and such paid absence shall not
be deducted from any sick leave to which such employee is entitled under this
Agreement.” (BENTE/AFSCME Loca 2419 and the City School Didtrict, Rochester,

NY, 1994-1996 contract)

Training
The Employer will provide employees training in techniques in recognizing potentially

violent situations/behavior, defusing violent situations, and protecting themselves. The
Employer will provide annual refresher training.



PREVENTING WORKPLACE VIOLENCE

| dentifying and Assessing Workplace Violence Hazards

AFSCME in Action

Research has shown that
the most important
predictor of future
violenceis past violence.
It isvitd, therefore, that
daff in inditutions or
socid service agencies
have accessto
information on violent
incidents caused by
clients or patients. Some
AFSCME locds have
negotiated for the “right-
to-know” about the
violent higtories of clients
and patients. For
example, Oregon
AFSCME Local 1246
(Council 75) negotiated
with the Oregon State
Fairview Training Center
that: “the Agency shdl
make available dl
information regarding
clients assgned to the
work unit. If an employee
who normaly does not
work on the cottage,
vigtsit for purposes of
carrying out assgned
duties, the employee may
contact the person
respongble for the shift to
inquire about any dients
who may be dangerous.”

In 1996, the Wisconsin
State Employees Union
sponsored workshops that
introduced members to
workplace violence issues

Although many people believe that workplace violenceis
random and unpredictable, a number of factors have been
identified that may increase aworker's risk for violence.
Identifying these risk factors involves looking at the work
environment, work practices and victim and perpetrator
characteridics

Environmental risk factorsthat predict violence include:

aviolent society;

aviolence-prone neighborhood;

the large number of wegponsin circulation;
people who have a history of violence; and/or
hogpitdization ingtead of incarceration of violent
criminas

Work practices associated with workplace violence include:

low daffing levels,

working aone;

working late a night or early in the morning;
working with money or prescription drugs,
long waits for services by customers, clients or
patients; and/or

the lack of available services.

Victim characteristics indude

employees who work in homes or in the community;
workers who handle money or prescription drugs,
workersin correctiond inditutions or inditutions for
the

mentaly ill or developmentaly disabled who are not
trained in violence avoidance or sif-defense;
employees who provide care, advice or information,
such as hedth care workers, menta health workers,
emergency room and admission workers, and socid
services workers;

workers who handle complaints, such as socid
sarvice, child wefare and unemployment workers;
and/or

workers who have the authority to act against the
public. inspect oremises. and enforce laws. such as



and what they could do
about it. Asaresult of
educating employees, an
ad hoc joint
labor/management
committee on workplace
violence was created. The
committee developed a
workplace violence
policy that served asa
first step in developing
specific actions such as
methods of supporting
victims and witnesses of
workplace violence,
preventive measures,
education and training,
and data collection and
andyds.

ingpectors, child welfare workers, law
enforcement/corrections officers and security guards.

Perpetrator characteristics indude

persons with a higtory of violent behavior;
gang members

relaives of injured persons

drug users

Although some employers and so-called workplace violence
"experts' promote profiling of perpetrators to predict
violence, it is often inaccurate and can lead to midabeling and
possibly discriminating againgt groups of people and workers.
For more information on profiling, consult Chapter 8.

Identifying hazards, collecting information and documenting
incidents is avery important part of addressing workplace
violence problems. Employers are not required to correct
hazards which they do not know exist. Solutions cannot be
found for unreported problems. A hazard assessment isa
method of identifying, analyzing and documenting workplace
hazards. Assessing workplace violence hazards involves some
of the same tools used to document any other workplace
safety or hedlth problem. These include checklists and
surveys, investigating incidents and reviewing available
records.

1. Inspect the Workplace - Appendix A containsa
workplace violence ingpection checklist that can be
used as part of asafety and hedlth ingpection or safety
audit. While ingpecting for workplace violence risk
factors, review the physcd facility and note the
presence or absence of security messures. Loca law
enforcement officials may aso be able to conduct a
security audit or provide information about thelr
experiences with crime in the area

2. Conduct a Survey - The most important source of
information on workplace hazards is workers. In fact,
workers may be the only source of information on
workplace violence hazards snce management may
not document incidents (or near misses). In addition,
conducting regular surveys may aso enable theloca
union to evauate workplace violence prevention
measures.



Information can be collected either through awritten
guestionnaire distributed to workers or through one-
on-one persond interviews. A written survey may be
appropriate if the union wants persond or sensitive
information. For example, aworker may be reluctant
to voice to a union representative fears about a co-
worker, but may be more willing to describe the
problem in an anonymous questionnaire.
Alternatively, a one-on-oneinterview isagood
technique for organizing as it gets people taking about
their jobs and working conditions. Ord surveys are
aso away to involve workers who do not read well.
Appendix B through E contains several workplace
violence surveys.

3. Analyze Safety Records - By reviewing records of
prior instances of workplace violence, loca unions
may be able to identify factors that contributed to the
incident. Some of these documents must be requested
from the employer. Others (for example, medica
records or workers compensation records) may
require permission from the affected worker. Sengtive
or confidentia information may not be necessary to
andyze theincidents, asummary of the information
that includes at least the nature of the injury and type
of treatment needed may be sufficient.

Records and reports on prior incidents may help
determine;

o If aworkplace violence problem exists and
how serious the problemis.

o If management isaware, or should be aware,
that aworkplace violence problem exists.

o Trendsinaparticular department or work area,
a acetantime of day or night, anong
gpecific job titles or job tasks, or under a
particular supervisor or manager.

Once therisks for workplace violence have been identified
and documented, the local union may not be able to address
al of them at once. Rank issues based on how many people
are affected, how easily they can be resolved, how serious
they are, or other criteria based upon loca needs.



Types of Recordsto Review
Request from the Employer:

Injury and IlIness Log (OSHA Form 200) for the past two yearsto determine if
any assaults or injuries associated with violence have been reported.*

Workers' Compensation records for the past two yearsto see if any worker has
applied for medica or lost-time benefits due to a workplace violence injury.
Employee medica records to check if workers ever sought trestment for minor or
severe workplace violence injuries.* *

Incident reports (including threets) or accident investigation reports to detect any
patterns of workplace violence.

Reports conducted by security personnel, such as an on-dte security review.
Minutes or records from |abor/management or safety committee meetings where
issues of workplace violence were discussed or raised.

Complaints made by employees, citizens, clients, patients or customers about
violent or threatening incidents.

Other Records to Obtain:

Police reports on violent incidents or suspicious activity in and around the
workplace.

Grievances and arbitrations related to workplace violence such as harassment,
assaults, security hazards or threats.

Correspondence between the union, management, OSHA, or any other officia
pertaining to workplace violence or security.

* |n dl states with federdly gpproved OSHA coverage for public employees, public
employers are required to maintain and keep for five yearsalog of dl job-rdated injuries
and illnesses. The federa verson of thisformis called OSHA Form 200.

** |f apublic employer is covered by federd OSHA Standard 1910.20, individua
employees have aright to obtain copies of their personad medicd records held by the
employer or the employer’ s consulting physician. Union represertatives have theright to
obtain overal medicd results, aslong asindividua workers are not identified. The union
can recelve written authorization from aworker to receive his’er medica records.



PREVENTING WORKPLACE VIOLENCE

Appendix B:
AFSCME SURVEY OF VIOLENCE IN THE WORKPLACE

AFSCME is conducting a survey to determine the extent of occupationa violence
experienced by its members. We are collecting information about any intentiona physica
injury (any form of physica contact), verba threats, and/or harassment directed towards
workers or that occur in their workplace while performing their work duties and/or
activities. Please take a few minutes to complete this survey.

PERSONAL AND WORKPLACE INFORMATION:

1. What isyour job title?

2. How largeis your workplace (# of employees)?

3. Who is your employer?

4. How long have you been working at your current job? years
5. Employment status (check one):

Orul-time Llpart-time

FACILITY DESIGN AND FIELD WORK:

6. |s access to office areas/employees workstations restricted to only authorized staff and
escorted guests?

DY% DNo DDon’t know

7. Are dl areas that employees walk through (e.g., parking lots, hdlways, stairwells, etc.)
secure and well 1it?

DY& DNo

8. Do you conduct home vigits or field work?



DY% DNo

9. Are employees who conduct field work provided with persond darm systems,
beepers, phones, or other means of directly communicating a need for assstance?

DY& DNo DDon’tknow

10. How can security beimproved a your workplace or in thefied (e.g., better lighting,
more security personnel, metal detectors)?

TRAINING

11. Have you received any employer-sponsored training on how to ded with potentialy
violent Stuations?

DY& DNo

If yes, has your training prepared you to ded with violent Stuations that may arisein
your working environment?

DY& DNo DDon’tknow

EMPLOYER POLICIES

12. Isthere a violence prevention program at your workplace?

DY& DNo DDon’tknow

13. Does your workplace have a written policy concerning violence?

DY& DNo DDon’tknow

If yes, have you reed it?

DY& DNo

14. Isthere a program to provide support for employees who are victims of violence?



DY% DNo DDon’t know

15. Isthere counsdling available for (please check al that apply):
Wvicims of assauits?

Dthose who were witnesses?

Lthose who are concerned?

Ddon’t know.
VIOLENT INCIDENTS

16. Have you ever been harassed at your current job?

DYes DNO

If yes, who harassed you (check one)?

DCIient Dlnmate
Dpaient DResident
DStranger

LRaative or friend of patient/dient/inmate
DCo-worker (or former co-worker)

M| M anager/supervisor

DSpouse’I over (or former spouse/lover)

DOther

If yes, please describe:




17. Have you ever been threatened at your current job?

DY& DNo

If yes, who threatened you (check one)?

DCIient Dlnmate
Upaient LResident
DStranger

LReaive or friend of petient/dient/inmate
DCo-worker (or former co-worker)

O M anager/supervisor

DSpouse’I over (or former spouse/lover)

DOther

If yes, please describe the nature of the threat:
DThreat toinjure or kill you.

DThreat of persona property damage.
DThrest toinjure or kill your family.

DOther

18. Have you ever been physically assaulted at your current job?

DYes DNO



(if no, proceed to question #27)

19. Who physicaly assaulted you (check one)?

DCIient Dlnmate
Upaient LResident
DStranger

LReative or friend of patient/dient/inmate
DCo-worker (or former co-worker)

O M anager/supervisor

DSpouse’I over (or former spouse/lover)

DOther

20. Please describe:

Grabbed: DYes DNO

If yes, on how many occasions?

Most recent occurrence (m/yr): /

Slapped: DY& DNo

If yes, on how many occasions?

Most recent occurrence (m/yr): /

Pushed: (v es Lo

If yes, on how many occasions?

Most recent occurrence (m/yr): /

Kicked: DY&S DNO



If yes, on how many occasions?

Most recent occurrence (m/yr): /

Hit with afig: DYes DNO

If yes, on how many occasions?

Most recent occurrence (m/yr): /

Hit with an object: Lves o

If yes, on how many occasions?

Most recent occurrence (m/yr): /

Knifed (or attempted): DYes DNO

If yes, on how many occasions?

Most recent occurrence (m/yr): /

Other (please specify):

21. Where did your most recent violent incident occur?
Qorfice

Uparking lot

U ciient s residence

DWhiIetra/eling to or from adlient vist

Uother (please specify):




22. Were you aone when you were assaulted?

DYes DNo

23. What was the extent of your most recent injury (check al that apply)?

Dcus

UBrises

LBroken bones

O Internd injury

M| Psychologicd trauma

Uother (please specify):

24. Did you seek medica attention for your most recent injury?

DYes DNO
25. Did you need to stay overnight in ahospita for your most recent injury?
DYes DNO

26. Did you lose time from work as aresult of your most recent injury(s)?

DY% DNo

If yes, how many days: days

27. Did you ever report an incident (harassment, threat, or physical assault) to
management?

DYes DNO

If yes, describe how management responded and what actions were taken?



PERSONAL OPINION

28. Onascdeof 1to 10 (1 = not worried, 10 = very worried), how concerned are you
about your persona safety at work? Please circle one.

1 2 3 4 5 6 7 8 9 10
(not worried) (very worried)

29. Onascadeof 1to 10 (1 = not prepared, 10 = very prepared), how prepared do you
fed to handle aviolent Stuation (i.e., physical injury, threet, or harassment)?

1 2 3 4 5 6 7 8 9 10
(not prepared) (very prepared)

30. On ascdeof 1to 10 (1 = not committed, 10 = very committed), how would you rate
your employer’ s commitment to preventing workplace violence?

1 2 3 4 5 6 7 8 9 10
(not committed) (very committed)

31. Have you serioudy considered changing your occupeation due to violent incidents you
wereinvolved in, witness to, or knew about?

DY& DNo

Additiond comments;




Thank you for taking the time to complete this survey. The deadline for completing this
survey is :

PLEASE RETURN COMPLETED SURVEY TO:



PREVENTING WORKPLACE VIOLENCE

Controlling and Preventing Workplace Violence

Since violence may often be predicted, it may aso be prevented, even in workplaces that
serve people who tend to be aggressive and violent. Some solutions are easy, painless and
cheap, others are more difficut and more expensve. They differ greetly among
occupations and workplaces.

The principles used by indudtria hygienists to address other safety and hedlth issues can
be gpplied to the workplace violence problem. A combination of these controls will
usually be the most effective and practical way to control workplace violence hazards.
Not al measureswill be practica in every workplace, but effective measures that could
reduce the risk of violence may be found for any workplace.

1. Eliminateor Substitute the Hazard - Clearly, you cannot replace the inmatesin
prisons or drug addicts in treetment with less dangerous clients. Nevertheless, in
some cases, dimination of the hazard is possible. Menta hedlth and socid service
workers are frequently assaulted by patients or resdents in hedth care or socid
service inditutions who should be injals or holding facilities. The physica
fadilities of an indtitution may not be equipped to handle high-risk inmates, and
menta hedth attendants may not be trained to ded with highly violent patients,
Trandering high-risk inmates or highly violent patients to more gppropriate
facilitiesis one method of diminating potentid hazards of workplace violence.

2. Engineering Controls - Engineering controls create a barrier between the worker
and the hazard. Here are some engineering controls.

o Control or limit access to the facility by keeping doors locked from the
outside and restricting access to the facility, especidly after dark.

o Ingdl locks on doors that lead to gaff-only areas, including bathrooms
and break areas. Locks that open by verifying an employee's fingerprints
or that are accessed by a key card are preferable to combination locks
since the code can be easily learned by a perpetrator.

o Issueidentification tags to employees and vigtor passes to guests so that
workers and security personne know who belongsin the facility and who
doesn't. Minimize the persond information on an identification tag. A
perpetrator may only need the worker's last name or socid security
number to figure out where that person lives.

o Create better escape routes by re-arranging furniture, aides and officesto
make exits more ble. Alter the layout of offices, work areas, and
waiting rooms to prevent employees from being trapped.

o Ingtal deep service counters and bullet or shatter-proof glassin reception
areas to separate clients from employees.

o Lock up medica tools or other sharp instruments when not in use, and
ingall meta detectors (Sationary or hand-held).



Instal panic aarms where employees encounter the public, and security
cameras (closed-circuit TV) in and outsde the building with a posted Sgn
indicating they arein operation.

Provide mobile phones or pagers and persond (hand-held) darms or
portable panic buttons for field personnd.

Incresse security pairol, especidly during evening and early morning
hours.

Provide adequate lighting and fencing around the building, wakways,
facility grounds and parking aress.

Ingtall emergency phones throughout the facility and grounds thet
automaticaly call security personnel or 911.

Get to know your law enforcement best officersto let them know that
you're implementing these measures; ask their advice about what other
bus nesses have done to prevent crime.

3. Adminigrative Controls - Administrative controls are practices that reduce the
likelihood for violence. Listed below are examples of adminigtrative controls for
workplace violence:

0
(o]
(0]

(0]

o

Increase saffing levels so that workers do not work by themsalves.

Ban employees from working aone.

Implement a"buddy system” for employees who work with potentialy
violent dlients, patients or inmates.

Record assaults, verba abuses and "near misses' to learn how to prevent
sgmilar incidents from recurring.

Provide security escortsto parking areas for employees who work late at
night or early in the morning. Ingdl bright, effective lighting.

Notify security personnd when employees work "off-hours.”

Provide training in defusing violent Situations, salf-defense, escape routes,
and procedures to follow when violence occurs.

Provide sengtive and timely information to personswaiting inline or in
waiting rooms. Adopt measures to decrease waiting time,

4. Special Measuresfor Employeeswho Work in the Field -

(0]

Prepare a daily work plan and keep a contact person informed of their
location throughout the day .

When necessary, use a "buddy system™ or provide for back-up assistance
(such as palice assstance) so that workers do not have to enter a
potentialy dangerous situation aone.

Provide acommunication device (such as a cellular phone or two-way
radio) for employeesin the field to cal for help when necessary.
Provide a portable panic button that will automaticaly dia for help when
activated.

Congder providing personal protective devices (such as pepper gd or
mace, stun guns, or other device) to employees and train employeesin
how to properly use any device. Such devices may not be appropriate for
al types of community or legd workers.

Keep vehicles well-maintained. Always lock vehicles.

Provide fidd gaff with hand-held darms or noise devices.



o Discourage employees from carrying keys, pens or other items that could
be used as weapons.

o Beawarethat some types of public worker uniforms may be associated
with "authority figures' such asingpectors, police or drug enforcers. Not
al public sector workers are welcomed in some residences or businesses.

o Beawarethat public health nurses and other health care workers may be
targeted for the drugs and medical suppliesthat they carry with them.
Hedth care workers should not wear medica uniforms and carry medica
bagsif they enter dangerous neighborhoods.

o Edablish ardationship with the loca police departmen.

o Management should offer free legd assstance to employees who want to
press charges against their attackers.

o Give employeesthe option to refuse to enter a potentially dangerous
Stuation adone. Employees should be able to request back-up assstance
(such as a co-worker, supervisor, police or security escort) when they fed

it is necessy.
Emergency Action Plans

Many employers dready have an emergency action plan (dso called a crisis reponse
plan) that describes procedures to follow during afire or other emergency. Mo,
however, do not cover aworkplace violence emergencies, including bomb threats. Loca
unions may want to propose that management expand the emergency action plan to cover
violent incidents. The plan should be specific to the type of facility, building and workers
it covers. For example is the emergency action plan for a correctiond facility will be
different from the one that is used by amenta hedth indtitution. Also, the plan should be
updated and reviewed with workers regularly, particularly if there is turnover among
employees or a change to the facility or awork rule.The emergency action plan should
describe:

procedures for cdling for help;

procedures for caling for medica assstance;

procedures for notifying the proper authorities (security personnd and the police);
emergency escape procedures and routes;

safe places to escgpe insde and outside of the facility;

securing the work area where the incident took place;

procedures for accounting for al employeesif afacility is evacuated;

identifying personnd who may be caled upon to perform medica or rescue
duties, and

training and educating employees in workplace violence issues and the emergency
action plan.

Bomb Threats

Mananement and the union shoulld devdon homb threat nrocedures before a threat is ever



received. Procedures to respond to bomb threets can be included in the emergency action
plan. By planning ahead, employees will know what to do and be less likely to panic. The
union will dso have an easier time convincing management to evacuate, or follow other
emergency procedures, if those procedures are written as aforma policy.

Aswith other threats, take dl bomb threats serioudy.

Evacuate the facility and call the police or bomb sguad to search the property.
Ingtruct al employees, particularly receptionists and secretaries, what to do if a
bomb threet call is received.

Develop amethod of reporting bomb threats or suspicious telephone cdls.
Employees (who are not trained) should never search for bombs on their own.
Police bomb squads often ask for an employee to assst in searching for bombs
snce the employee is better able to recognize something unusud in the
workplace. Ensure that this employee (and a back-up employee in case the worker
is absent from work) volunteers to help and receives specid training from the
police bomb squad.

Train employeesin how to recognize a suspicious parcel or package and what to
do if they identify one.

Contact the local police department or bomb squad for information on responding
to bomb threats. They may aso provide training to employees and managers.
Request that the local police department or bomb squad review the bomb threst
procedures and methods of evacuating the facility.



