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Policy

East Carolina University refuses to tolerate violence in the workplace and will make every effort to prevent violent incidents from occurring by implementing a Workplace Violence Prevention Program (WVPP).  This shall include, but is not limited to, intimidation, threats, physical attack or property damage.  Use or possession of an unauthorized weapon is also considered violation of this policy.  Violation of this policy will be considered unacceptable personal conduct and may result in suspension or dismissal without warning in accordance with the University’s Procedure for Disciplinary Action.

Responsibility

1. Employees are responsible for compliance with this policy and have a duty to report any workplace violence incident.
2. In accordance with NC General Statute 14-269.2, it is unlawful for an individual to carry a weapon, whether openly or concealed, on educational property or to a curricular or extracurricular activity sponsored by a school.

3. Employees are responsible to report any temporary restraining or ex parte orders to ECU Police.  In addition, the order should be kept with the affected party at all times.  ECU Police, when aware of this order, are alerted to potential problems.

4. Department Managers and supervisors are responsible for recognizing the potential for violence, responding appropriately to workplace violence incidents and enforcing this policy.

5. The ECU Police will initiate appropriate action or investigation as determined by the situation.

6. The Crisis Management Team will convene as necessary to develop an action plan for response to workplace violence incidents.

7. A designee from the Office of Environmental Health and Safety serves as the Crisis Management Team Coordinator.

8. The Department of Human Resources will provide educational and training opportunities.  They will also coordinate enforcement of the University’s Procedure for Disciplinary Action.

Procedure

1.  Definitions

· Workplace Violence includes, but is not limited to, intimidation, threats, physical attack or property damage.

· Intimidation includes, but is not limited to, stalking or engaging in actions intended to frighten, coerce or induce duress.

· Threat is the expression of an intent to cause physical or mental harm.  An expression constitutes a threat without regard to whether the party communicating the threat has the present ability to carry it out and without regard to whether the expression is contingent, conditional or future.

· Physical Attack is unwanted or hostile physical contact such as hitting, fighting, pushing, shoving or throwing objects.

· Property Damage is intentional damage to property which includes property owned by the State, employees, visitors or vendors.

2.  Communication of Plan to Employees and Supervisors

The written workplace violence prevention plan will be distributed to every employee.  New hires will receive the information at orientation sessions.  The plan will also be included in the University’s Business Manual which is available in hard copy form and on the ECU website.  Training sessions will be provided to supervisors regarding signs of potential workplace violence; the duty to report and procedure for reporting violations; and disciplinary procedures.

3.  Reporting Mechanisms

All employees are encouraged to be alert to the possibility of violence on the part of employees, former employees, employee spouses and relatives, customers and strangers.  Any report of violence will be handled in a confidential manner, with information released only on a need-to-know basis.  Incidents should be reported immediately and at least within one business day.  A Workplace Violence Incident Report must be completed immediately for every incidence of workplace violence and forwarded to the University’s Crisis Management Coordinator.  An investigation will be conducted for every report of workplace violence.  If warranted, the Crisis Management Team will convene to develop an action plan. Completed forms will be forwarded to the Office of State Personnel by the Crisis Management Coordinator as an attachment to the Workers’ Compensation quarterly statistical report.  The University’s Crisis Management Team will review the reports on a quarterly basis or as needed to identify trends and preventive measures.  Employees who act in good faith by reporting real or implied violent behavior or violations of this policy will not be retaliated against or subjected to harassment.

4.  Crisis Management Team

A Crisis Management Team has been appointed by the University.  The responsibilities of this team include:  assessment of the seriousness of the problem in the University environment; assessment of the University’s readiness for dealing with workplace violence; subject-matter experts on workplace violence; liaison with specialized resources from the community;  education of supervisors and managers regarding workplace violence; and development of an action plan to deal with an incident when it arises. The members of the Crisis Management Team and contents of the action plan will vary depending upon the type and severity of incident.

5.  Hazard Assessment

Hazard assessments should be conducted periodically by members of the Crisis Management Team or their designees.  The elements of a hazard assessment include records review, workplace security analysis and workplace surveys.

A review and analysis of existing records is necessary to develop a baseline, by identifying patterns that may indicate the causes and severity of incidents, identifying changes necessary and developing an appropriate plan to correct these hazards.  The following records may be included in this review:  OSHA 200 logs, incident reports, medical records, insurance records, workers’ compensation data, police reports, accident investigations, training records, grievances, and other relevant records.

In addition to a records review, a workplace security analysis should be conducted to evaluate the work tasks of employees to determine the presence of hazards, conditions, operations and situations which might place workers at risk of workplace violence.  Follow-up inspections should be conducted on a periodic basis.

6.  Hazard Control and Prevention

The Crisis Management Team should identify and institute controls methods designed to eliminate or minimize the risks of workplace violence.  These include, but are not limited to:  general building, work station and area design (security measures); security equipment; work practice controls and procedures;  and workplace violence prevention policy statement.

7.  Employee Training and Education

All employees should be taught:  techniques for recognizing the potential for violence; procedures, policies and work environment arrangements developed to control the risk to workers; proper use of security hardware; the appropriate response to incidents of violence, including emergency and hostage situations;  how to obtain medical assistance and follow-up;  procedures for reporting, investigating  and documenting incidents of violence; travel safety; and cash handling procedures.

Workers with job tasks or locations that place them at higher risk for violent incidents should be provided specialized training in addition to those outlined above.  Training should be designed to deal with the nature of this risk.

Managers and supervisors should also be trained to ensure that employees are not placed in assignments that compromise safety and in methods and procedures which will reduce security hazards.  They  should be trained to behave compassionately towards co-workers when an incident does occur.  They need to ensure that employees follow safe work practices, reinforce the Workplace Violence Prevention Program, promote safety and security, and ensure employees receive additional training as the need arises.

8.  Incident Reporting, Investigation, Follow-up and Evaluation

When a workplace violence incident occurs, the employee should:  report it to ECU Police; secure work areas where disturbances occurred; ensure the physical safety of employees and others remaining in the area as soon as possible; ensure that no work area is left short-staffed while others assist the victim or help in securing the area; quickly assess the work area, if it was disturbed or damaged during an incident, to determine if it is safe;  provide critical incident debriefing to victims, witnesses and other affected employees (these conversations must be strictly confidential).

After an incident occurs, a detailed investigation is imperative.  All incidents, including near misses, should be investigated as soon as possible.  A delay of any kind may cause important evidence to be removed or destroyed intentionally or unintentionally.  The investigation should be focused on fact-finding rather than fault-finding to prevent recurrence.

Procedures should be established for responding quickly and appropriately to the medical and psychological needs of employees following exposure to a workplace violence incident.  Use of the State Employee Assistance Program is encouraged and should be utilized.  Provisions for medical confidentiality and protection from discrimination must be included to prevent the victims from suffering further loss.

9.  Recordkeeping

An effective recordkeeping system helps in selecting the appropriate level of controls to prevent recurrence and in determining required training.



