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The purpose of this Administrative Order is to update all offices of the Workplace Violence Prevention Policy in the Department Manual.  

Attached is the insert to the Safety Section of the Department Manual.  This insert incorporates additional information to the policy on Workplace Violence, establishes a Workplace Violence Prevention Team, and constitutes the members of the team.

Should you have any questions concerning the departmental policy on workplace violence, please contact the Department of General Services Safety Coordinator at (916) 376-5287.

Dennis D. Dunne, Chief Deputy Director

Department of General Services

DDD:GS:mm

Attachment

POLICY STATEMENT 

Zero Tolerance for Violence in the Workplace

It is the policy of the Department of General Services to provide a safe and secure work environment that has zero tolerance for violence, threats, harassment, or intimidation in the workplace. Threats made against another person’s life, health, well being, family, or property, whether direct or indirect, constitute unacceptable conduct.

WORKPLACE VIOLENCE PREVENTION

If there is an immediate threat of danger, law enforcement is to be notified by placing an emergency (911) call.  

The Department (DGS) Health and Safety Officer will coordinate the referral efforts for workplace violence prevention and will assure that the crisis team is convened when necessary.  The DGS Health and Safety Officer or a qualified representative will answer a telephone referral line for employees.
The DGS Health and Safety Officer will contact the affected Office/Branch Chief at first knowledge of an issue involving workplace violence in that office.  Together the Health and Safety Officer and Chief of the affected office will determine any initial actions that need to be taken.

The DGS Health and Safety Officer will promptly notify the Deputy Director for the office involved regarding the violent incident.
The Director has established a Workplace Violence Crisis Team which shall convene upon the request of the DGS Health and Safety Officer to: address workplace violence issues; assist in managing workplace violence prevention; and provide direction to affected units of DGS experiencing incidents of workplace violence.

THE WORKPLACE VIOLENCE CRISIS TEAM MAY CONVENE WHENEVER THERE ARE:
· Workplace-related threats of violence or workplace-related violent behavior by any employee.

· Workplace-related threats of violence or workplace-related violent behavior by a non-employee or unknown person.

· Threats to employee safety resulting from acts of violence.

WORKPLACE VIOLENCE CRISIS TEAM MEMBERS

Deputy Director, Management Services Division


The Deputy Director will serve as the representative of the Executive Office.

Chief Legal Counsel


The Chief Counsel or his/her designee will provide legal advice regarding an incident of workplace violence or regarding this policy and related procedures.

Equal Employment Opportunity (EEO)

The EEO Office will assist in identifying situations where equal employment opportunity issues may have occurred.
Employee Assistance Coordinator

The EAP Coordinator will provide assistance in obtaining human behavioral science expertise and community resource input.


Risk Management

The Office of Risk and Insurance Management will lead the team, coordinate the team’s work and assist in determining the risk to the employees and the department.

Public Relations

The Public Relations representative will provide any necessary interaction with the media.

Human Resources

The Office of Human Resources will provide assistance with personnel matters.  Labor Relations input may also be sought.

Office Chief (of the affected office)

The Office Chief of the affected office will be invited to join the Workplace Violence Team meeting as an active member unless the incident presents a conflict for the Office Chief.  If there is a conflict, the appropriate Deputy Director will be invited to participate on behalf of the affected office.

California Highway Patrol

The CHP or other law enforcement agencies may be involved as necessary for consultation if the incident requires it.

TEAM RESPONSIBILITIES

The Team will:

· Administer policies and procedures for the management of workplace violence prevention, promoting a safe working environment for DGS employees.

·  Assess risk, and determine the legal obligations of the department.  The team will determine when outside resources will be required.

· Serve as liaison to these specialized resources, such as:  building/office security, workplace trauma counseling and debriefing, legal assistance, counseling groups, and law enforcement.

· Advise the Management Team on workplace violence issues. 
· Facilitate training for supervisors and managers on departmental policy and procedures concerning workplace violence which will be offered through the Training and Performance Enhancement Section. 
· Develop and maintain a written action plan to deal with workplace violence.

· Provide referrals and assistance to the affected office, branch, or division.
· Meet at least semi-annually to review policy, procedures and issues.
· Offer EAP referrals.
SUPERVISOR AND EMPLOYEE RESPONSIBILITIES

· If there is an immediate threat of danger, law enforcement is to be notified by placing an emergency (9-1-1) call.  

· All employees who have knowledge of workplace violence incidents shall promptly report them to their supervisor, who will call the DGS Health and Safety Officer.  
· Supervisors will be required to inform their staff of the departmental policy regarding workplace violence and ensure that the policy is understood and administered.
· Supervisors will enforce the departmental policy on Workplace Violence Prevention. 

SUPERVISOR AND EMPLOYEE RESPONSIBILITIES

· Supervisors will investigate and document all alleged acts of violence, threats, veiled threats, and intimidation.  See attached “Investigation and Documentation” information.
· Supervisors will provide information as requested by the DGS Health and Safety Officer.

· All supervisors, managers, Office Chiefs and Deputy Directors will report any violation of the policy on Workplace Violence Prevention to the Health and Safety Officer.

· It is the responsibility of the highest level supervisor/manager within the affected Office/Branch who is aware of a situation to take appropriate action, both to deal with any perceived immediate danger and to make sure the appropriate follow-up measures are taken.
· Retaliation against any employee who reports a threat or alleged act of violence, or who participates in an investigation in such an incident, is prohibited.

For your ready reference:



DGS Health and Safety Officer number is (916) 376-5287

DGS Workplace Violence Referral Line is (916) 376-5344


Employee Assistance Program number is Merit Behavioral Care at (800) 632-7422


