
Workplace Violence – All CDS programs/Sites

Purpose:
It is the intent of the following policy to ensure that staff members are prepared to respond to workplace violence, should it occur.
Policy:
It is the policy of CDS to protect persons served, staff members, visitors, and property in the event of threats and violence in and around our facilities.  Workplace threats and violence is defined as any situation in which there is a perceived threat of violence, or a situation where violence is or has occurred.  Workplace violence can be any act of physical violence, threats of physical violence, harassment, intimidation, or other threatening, disruptive behavior that occurs at the work site.  Whatever the cause or whoever the perpetrator, workplace violence is not accepted or tolerated at CDS.
Workplace threats and violence drills, to gauge the potential response to an actual event, will be conducted at each site on an annual basis.  Residential sites will conduct drills annually on each shift.

Procedures and/or Process:

Every employee is responsible for reporting instances of workplace violence in accordance with this policy.  Every supervisor is responsible for responding promptly and thoroughly to allegations of workplace violence in accordance with the terms of this policy. 

All persons at CDS should report instances of workplace violence.  In true emergency situations where the threat of harm is imminent, employees should call 911, and request immediate assistance from the authorities.

In non-emergency situations, workplace violence should be reported first to an immediate supervisor.  If the immediate supervisor is contributing to the risk of the workplace violence, the incident should be reported to the Chief Operations Officer and/or Chief Executive Officer immediately.

CDS takes potential and actual threats of workplace violence very seriously and will take immediate disciplinary action, including termination, when such threats occur.  As a result, employees accepting employment with CDS accept and agree that they will be subjected to such disciplinary action if they make verbal or written threats of violence to other employees, participants and/or visitors.

Staff members should exercise common sense in any situation with an aggressive person. If a situation involves a weapon, such as a knife or gun, do not attempt to remove the weapon from the individual.

If possible remove yourself from the situation, call for help (vocally or by phone), and/or notify another staff member to summon the police by calling 911.

If you are not directly involved in the situation, seek to assist in the evacuation of persons served, visitors, and staff from the building, according to the evacuation policy and procedures.

The following procedure is to be used to notify staff members of threatening behavior without alarming the “aggressor” in a situation, such as being alone with the “aggressor” in a closed office when the situation, warrants such an approach:

1. Indicate to the “aggressor” in your office or work area that you take their actions, behavior, and/or anger very seriously and that you do not want to be disturbed so you can focus on them.  Let them know that you are going to call the front desk or receptionist to have them hold your phone calls.  Then call a co-worker from your phone and request that they “hold all your calls”.  This will serve as the “code” or the notification that their presence is needed in your office to assist you with a potentially violent situation.
2. If you believe that the situation is such that it warrants law enforcement intervention, indicate to the “aggressor” in your office or work area that you take their actions, behavior, and/or anger very seriously and that you do not want to be disturbed so you can focus on them.  Let them know that you are going to call the front desk or receptionist, or designated person and have them “cancel your next appointment”.  This will serve as notification that an emergent situation is occurring and they are to contact local authorities for assistance immediately and assist you with the situation.

Examples: 

a. “This is Joe; I am dealing with something very important.  Could you hold all my calls”?  This is a call for staff assistance. 

b. “This is Joe, I’m in my office.  I’m dealing with something very important.  Could you cancel my next appointment?”  This is a call for you to summon the police, as well as immediate staff assistance.

In cases where there is a reasonable expectation that an “aggressor” may come to the work site seeking a particular employee, volunteer or participant to harass or harm, the following precautionary measures should be taken:

1. Notify a supervisor who should then consult with the COO regarding an appropriate course of action.

2. Secure all doors and windows.
3. Circulate a description of the possible “aggressor” including the posting of a picture of the person in staff areas if available.
4. Do not let the possible “aggressor” know the whereabouts of the targeted individual.
5. Contact a supervisor to talk with the possible “aggressor” should he/she come to the site.

6. Maintain this heightened security and awareness until further notice from the site supervisor.
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