Such action may include:

      * Filing a Police Report.

      * Removing from the workplace as quickly as safety 

       permits any person who makes a substantial threat, 

exhibits threatening behavior, or engages in violence.

Said person may be placed on unpaid administrative leave and should remain off the work site pending the outcome of an investigation into the incident.

* Relocating the employee (either the employee committing the violent conduct or the employee who

is the target of the conduct) if it would improve workplace safety.  In these instances, management should work with Human Resource Services to determine whether relocation of the employee to an alternate work site would be feasible and appropriate.

* Where it is consistent with the needs of the Department and the terms of the collective bargaining agreement, adjusting an employee’s (either the employee committing the violent conduct or the employee who is the target of the conduct) work schedule and/or granting paid leave, e.g. sick leave, vacation, or compensatory time off, if the same would be beneficial to workplace safety.  Management must follow all applicable personnel policies and procedures, collective bargaining agreements and statutes.

* Obtaining an evaluation from a threat assessment specialist.

* Initiating and following through with appropriate disciplinary action against employees who engage in workplace violence, up to and including termination.

* In the event the employee is separated from the department, recommending restrictions on future employment with the City.

* Providing written directives to the employee

 regarding his or her workplace conduct.

Management should comply with all civil protection and restraining orders.  If you believe that a violation of a protection order is occurring in the workplace, call the police.  If both parties to a civil protection are employees of the City, managers should contact Human Resource Services and/or the Office of the City Attorney for instructions on how to comply with the order.

Management should post the City’s Policy

Prohibiting Workplace Violence and Workplace Violence Guidelines in the designated official posting areas.

Appointing Officer or Department Head:

Each Appointing Officer or designee will create a Management Response Team for his or her department and notify all department employees how to contact Management Response Team members.  Individuals may be added to or removed from the Management Response Team at the discretion of the Appointing Officer.

Counseling/Employee Assistance Program

The City maintains an employee Assistance Program (EAP) to assist employees and their families with personal or emotional issues.

Employees who have violent tendencies are encouraged to voluntarily seek diagnosis and treatment by qualified professionals.  The Management Response Team or designee may contact the EAP on behalf of an employee if there is a violence-related concern.

Participation in the EAP is encouraged, but will not shield employees from disciplinary action.  The EAP may be used as a resource for individuals or a group of employees that are impacted by an actual or potential workplace violence incident.  Incidents of workplace violence must be reported even if the employee is an EAP participant.

Confidentiality

To the extent practical, disclosures made to the City Concerning any threatening or violent situation, or any potentially threatening or violent situation, shall be treated as confidential.

Interpretation

These guidelines are not intended to create an obligation on the part of the City to take any action beyond those required by law.
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 Workplace Violence Guidelines

Developed by the Department of Human Resources and the Office of the City Attorney 

Purpose

To implement the Policy Prohibiting Violence in the Workplace adopted by the Civil Service Commission on April 3, 1995.

Definitions

“Workplace violence”  is violence that impacts the workplace or work site, as these terms are defined below.

“ Workplace” or “work site”  refers to all areas, including facilities and surrounding parking areas on or off premises where employees perform duties in the scope of their employment for the City and County of San Francisco.

“Violence” refers to both acts and threats of violence.  For example, violence includes any conduct, verbal or physical, that tends to cause another to reasonable fear for his or her own personal safety or that of his or her family, friends, associates, or property.  Threats include direct or indirect, intentional or unintentional, words or actions targeted at self or another individual.  Threats may be general in nature such as exhibiting an unusual fascination with incidents of violence or an unhealthy fascination with the destructive power of weapons.

“Weapon” includes, but is not limited to, firearms, knives, weapons as defined in California Penal Code section 12020, or other instruments used to injure, threaten, or intimidate.

“Management Response Team” refers to the individuals who are assigned to investigate and respond to workplace violence.  The team may include managers and supervisors within a department as well as persons from other departments who will be able to consider  the interest of the City and its employees.

General Guidelines

* if you are in immediate danger, call the police.

* Pursuant to the policy Prohibiting Violence in the Workplace, employees are prohibited from bringing weapons to the workplace, unless they are required to do so by the City and County of San Francisco in order to perform their official duties

* Immediately report all incidents of workplace violence to your supervisor, department head, or member of your department’s Management Response Team.

* Any person who engages in workplace violence will, as appropriate, be removed from the premises as quickly as safety permits and remain off the work site pending the outcome of an investigation into the incident.

* The investigation will be conducted by the Management Response Team or designee.

* If the investigation substantiates a violation of the Policy Prohibiting Violence in the Workplace, the City will take appropriate action.  If an employee violates the Policy, appropriate action may include, but is not limited to, referral to EAP, counseling, written warning, suspension, reassignment of duties, termination, and/or legal action.  Any employee who is terminated due to violation of the policy may be ineligible for future employment with the City.  If a person who is not employed by the City violates the Policy, appropriate action may include, but is not limited to, seeking arrest and prosecution and/or other legal action.

Responsibilities

All Employees:

All employees are responsible for reporting workplace violence to a supervisor, department head, or member of the Management Response Team.  Failure to comply with this provision may result in discipline.  An employee’s duty to report arises in, but is not limited to, the following situations:

* Employees must report all threats or acts of violence that occur at the workplace that they experience, witness, or of which they otherwise become aware.

* Employees must report all threats or acts of violence they experience while acting in the scope of their employment off the work site.

* Employees must report any threats or acts of violence occurring off the City premises of which they are a target, if  there is a reasonable basis to believe that the violence will follow

them to the workplace.  This may apply to notification of threats against them by a third party, such as a physician or psychologist, commonly referred to as a “Tarasoft” warning. 

* Employees must report any conduct, verbal or physical, that indicates that a person intentionally may harm his/her self at the workplace.

* Employees must report threats or acts of violence regardless of the relationship between them, the individual making the threat and the person threatened.  Employees who apply for or obtain a protective or retraining order that lists themselves or any City employee or that identifies any City workplace as a protected area are encouraged to notify the employee’s supervisor, department head, or Management Response Team by providing a copy of any such order and supporting documentation used to seek order.

* Employees who receive notification of threats against them by a third party, such as a physician or psychologist, commonly referred to as a “Tarasoft” warning, are encouraged to notify their supervisor, department head, or Management Response Team.

Management and Supervisory Employees:

In an emergency, call the police.  If there is the possibility for serious injury, alert others to leave the area or take cover.

* Management is committed to providing a safe workplace and protecting employees from threats to their safety to the full extent required by law.  All incidents of workplace violence must be documented by the manager and reported to the Management Response Team IMMEDIATELY
* Upon receiving a report of workplace violence, the Management Response Team or designee will conduct an investigation.  In response to incidents of workplace violence and after consulting with the Management Response Team, management should take corrective action consistent with the Policy Prohibiting Violence in the Workplace and these Guidelines.

