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	Purpose:
	To maintain a workplace free of violence. To assure employees’ physical and job safety if abuse is reported. 

	Mandated by:
	

	Applies to:
	All (ORGANIZATION) staff. 

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  An “(ORGANIZATION) staff member” is any individual included in the previous definition.
· “Violence” is defined as the expression of physical or verbal force against self or other, compelling action against one's will on pain of being hurt. Worldwide, violence is used as a tool of manipulation and also is an area of concern for law and culture which take attempts to suppress and stop it.
·  “Abuse” is defined as acts causing substantial physical, mental, or emotional injury or the threat of such acts; sexual conduct harmful to the individual’s mental, emotional, or physical welfare; causing, permitting, or encouraging the use of controlled substance(s); or failure to make a reasonable effort to prevent any of the aforementioned items.

· “Neglect” is defined as placing an individual in (or failing to remove from) a situation which a reasonable person would realize could cause harm to that individual; failing to seek or withholding medical treatment; failure to provide essential items such as food, clothing, and shelter.

	For more information:
	Please review the Texas Human Resources codes at http://www.statutes.legis.state.tx.us/ 



Text of Policy:

(ORGANIZATION) has a zero tolerance policy for workplace or domestic violence, abuse or neglect against any person or animal. If any (ORGANIZATION) employee becomes aware of or observes any of the above-referenced behavior or actions by a co-worker, consultant, customer, third party vendor, visitor, or any other party, he or she should notify his/her supervisor or any member of the Senior Management team immediately.

Employees should notify the CEO if they are aware of any restraining orders that are in effect, or of the existence of any other non-work-related situation with the potential to erupt into workplace violence. 

All reports of violence in the (ORGANIZATION) workplace will be taken seriously and will be investigated thoroughly and promptly. To the extent possible, (ORGANIZATION) will keep the identity of the reporting employee confidential. However, under certain circumstances, (ORGANIZATION) may need to disclose the reporting employee’s identity (for example, to protect that individual’s safety). (ORGANIZATION) will not tolerate retaliation in any form against an employee who makes a report of domestic or workplace violence. 

If, after a thorough investigation, (ORGANIZATION) determines that workplace violence has occurred, appropriate corrective action will be taken, and discipline will be imposed on the offending employee(s). The level of appropriate discipline will depend on the facts in each case, and may include oral or written warnings, reassignment of responsibilities, probation, suspension, or termination. If a non-employee is responsible for the violent activities, (ORGANIZATION) will take corrective action to ensure that such behavior is not repeated.

Examples of Prohibited Behaviors:
· Physically aggressive, violent or threatening behavior, such as attempts to instill fear in others or intimidation;

· Verbal or physical threats of any sort; 

· Any other conduct that suggests a tendency toward violent behavior. Such behavior includes, but is not limited to, excessive arguing, profanity, threats of sabotage of (ORGANIZATION) property, belligerent speech or a demonstrated pattern of insubordination and refusal to follow (ORGANIZATION) policies and procedures; 

· Causing physical damage to (ORGANIZATION) facilities or defacing company property;

· Carrying firearms or weapons of any type or kind onto (ORGANIZATION) premises, in (ORGANIZATION) parking lots, or while conducting (ORGANIZATION) business.
Leave Options for Employees Experiencing Violence, Abuse and Neglect
(ORGANIZATION) will make every effort to assist an employee experiencing violence. If an employee needs to be absent from work due to violence, the length of the absence will be determined by the individual's situation through collaboration with the employee and human resources or supervisor. Employees and supervisors are encouraged to first explore paid leave options that can be arranged to help the employee cope with the situation without having to take a formal unpaid leave of absence. Depending on circumstances, this may include:

· Arranging flexible work hours so the employee can seek protection, go to court, look for new housing, enter counseling, arrange child care, etc. 

· Considering use of job sharing, compensatory time, paid time off, unpaid leave, etc., particularly if requests are for relatively short periods. 
Suggested Procedures for Safety and Protection of Employees Experiencing Violence
Employee
· Encourage the employee to save any threatening e-mail or voice-mail messages. These can potentially be used for future legal action, or can serve as evidence that an existing restraining order was violated. 

· The employee should obtain a restraining order that includes the workplace, and keep a copy on hand at all times. The employee may consider providing a copy to the police, his/her supervisor or human resources.
· The employee should provide a picture of the perpetrator to reception areas and/or security. 

· The employee should identify an emergency contact person should the employer be unable to contact the victim. 

· If an absence is deemed appropriate, the employee should be clear about the plan to return to work. While absent, the employee should maintain contact with the appropriate Human Resources personnel. 

Employer
· Have calls screened, transferring harassing calls to security-or have the employee's name removed from automated phone directories. 

· Limit information about employees disclosed by phone. Information that would help locate a victim or indicates a time of return should not be provided. 

· Relocate the employee's workspace to a more secure area or another site. 

· The employer should have trained EAP professionals or external professionals assist the employee with development of a safety plan. 

· Work with local law enforcement personnel, and encourage employees to do so regarding situations outside the workplace.













