Glenn County Workplace Violence Prevention Plan

I. PURPOSE

The purpose of the Workplace Violence Prevention Plan (WVPP) is to have a clearly understood,
accessible, and actionable policy to respond quickly to episodes of workplace violence. The plan is written
to lay out the steps to identify, report, track, and analyze violent incidents to reduce the likelihood of re-
occurrence.

DISCLAIMER — This plan does not pertain to law enforcement personnel acting within the course and
scope of employment.

BACKGROUND — CALIFORNIA SENATE BILL 553

California Senate Bill 553 (SB 553) requires California workplaces to have a policy in place to address the
rising episodes of violence occurring at the worksite. SB 553 has multiple requirements of an employer
which can be broadly grouped into two categories: pre-violent incident activities and post-violent incident
activities.

Il. GOAL OF WORKPLACE VIOLENCE PLAN

The goal of establishing a Workplace Violence Prevention Plan is to reduce violent incidents in the
workplace at all Glenn County (County) work sites. Ultimately, this will be achieved through improved
employee awareness, violent incident identification and reporting, tracking of violent incidents, and
corrective actions when hazards are recognized.

Glenn County is committed to:
e Creating and maintaining a workplace violence committee
e Determining the best responses to crisis events
e Conducting risk assessments and gathering data
e Supporting the workplace violence committee and training of staff
e Creating a culture of violence prevention

A. Glenn County prohibits violent acts or threats of violence against employees or other persons. A threat
is the clearest indicator of potential violence and employees should understand that certain risk factors
and behavior patterns may offer early warning signs of violent behavior. This includes threatening or acts
of violence in the workplace, while on duty, while on County related business, or while operating any
vehicle or equipment owned or leased by the County. Conduct which is prohibited, includes, but is not
limited to, violence; direct, indirect, or veiled threats of violence; threats conditioned upon other actions;
intimidation; physical fighting or altercation; or unauthorized use of weapons. It is the responsibility of
every employee in the workplace to assist in the prevention of violence. Every verbal or physical threat of
violence must be treated seriously.
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Employees must immediately report all threats or acts of violence which occur while acting in the scope
of County employment on or off County premises, or during any activity which relates to the legitimate
business interests of the County, to their supervisor. Employees must make these reports regardless of
any relationship, which may exist between the individual who initiated the threat or engaged in the violent
act, and the individual who was the victim of the conduct. These reportable threats or acts of violence
may be actually experienced or witnessed, or they may be acts that the employee becomes aware of
otherwise. In cases of emergency, employees must immediately contact local law enforcement (i.e., 911
for local or county phones).

This policy applies to all employees and volunteers of the County, including contract employees,
supervisory employees, department heads, managers, elected officials, and all non-supervisory staff. No
employee will be disciplined, retaliated against, or discharged for reporting any legitimate threats or acts
of violence. Intentionally false and/or misleading reports are unacceptable. Employees found to have
made such intentionally false or misleading reports will be subject to disciplinary action, up to and
including, termination.

Employees who obtain a restraining order listing their workplace, person, or County property as a
protected area must provide a copy of the temporary restraining order, or the permanent restraining
order to their supervisor, who shall inform the department head and Personnel. The County has an
obligation to provide a safe workplace and can only meet this obligation if it receives information
concerning individuals who have been ordered to maintain a distance from its facilities and/or employees.

Every department head will assess the potential for violence and take measures to maintain workplace
safety. Supervisors and managers will monitor the workplace and immediately assess any violent or
threatening behavior even if the person or persons engaged in the conduct are not their subordinates, or
they have not received a complaint. Compliance with this Workplace Violence Prevention Policy is a
condition of employment. This policy is a zero-tolerance policy. Due to the importance of this policy,
employees who violate any of its terms, who engage in or contribute to violent behavior, who do not
report all acts or threats of violence, or who threaten others with violence will be subject to disciplinary
action, up to and including, termination. The County may also take legal action where appropriate.

B. This prohibition covers intimidation, personal harassment, violence, or threats of violence, made
directly or indirectly, including but not limited to words, gestures, correspondence, symbols, or physical
acts which threaten the security and safety of County employees. Also included are acts which inhibit
County employees from conducting business or providing services in an environment of safety and
security. This includes such acts made on County premises, at County work operations or County
functions.

lll. DEFINITIONS

Abuse — Abuse means intentionally or recklessly causing or attempting to cause bodily injury,
or placing another person in reasonable apprehension of imminent serious bodily injury to
himself, or herself, or another.
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Acts of Violence — The exertion of force or aggression with the intent of causing injury or abuse.

Domestic Violence — Abuse committed to a spouse or former spouse, cohabitant/or former

cohabitant, current or past dating relationship or person with whom the victim had a child.

Emergency - Unanticipated circumstances that can be life threatening or pose a risk of
significant injuries to employees or other persons.

Engineering controls - An aspect of the built space or a device that removes a hazard from the

workplace or creates a barrier between the employee and the hazard.

Harassment - Any unwelcome or offensive conduct motivated by or directed to a person on the
basis of race, religion, color, national origin, ancestry, physical disability, mental disability,
medical condition, marital status, sex, gender, gender identity, gender expression, sexual
orientation, genetic information, marital status, military or veteran status, or age, including
harassment of a person of the same gender as the harasser.

Imminent Danger — An immediate concern about the safety of yourself or someone else.

Intimidation - Instilling fear in a person by a show of force or a threat of force.

Physical Fighting - The act of aggression or initial force in physically contending with another

person with the intent to overpower and/or to cause harm.

Risk Factors - The behavioral warning signs (acts, behaviors, and situations) that may increase
the probability of workplace violence. Examples of Risk Factors include: individuals exhibiting
unusual fascination with the illegal use of firearms/weapons, and/or incidents of workplace
violence; individuals that exhibit changes in behavior suggestive of drug and/or alcohol
addiction; severe depression; significant decrease in productivity; poor or strained relationships
with co-workers; significant personality changes, etc.

Serious injury or illness — Any injury or illness occurring in a place of employment or in

connection with any employment that requires inpatient hospitalization for other than medical
observation or diagnostic testing, or in which an employee suffers an amputation, the loss of
an eye, or any serious degree of permanent disfigurement, but does not include any injury or
illness or death caused by an accident on a public street or highway, unless the accident
occurred in a construction zone.

Threat Assessment Team (TAT) — Group consisting of County Administrative Officer, Personnel

Director, County Counsel, Sheriff/OES Director or designee. The TAT investigates all Violence in
the Workplace incidents and provides response and/or recommendations to departments.

Threat of Violence — The expression of intent to inflict physical harm and/or an action that a

reasonable person would perceive as a threat to physical safety or property. For purposes of
workplace violence prevention plan, any verbal or written statement, including, but not limited
to, texts, electronic messages, social media messages, or other online posts, or any behavioral
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or physical conduct, that conveys an intent, or that is reasonably perceived to convey an intent,
to cause physical harm or to place someone in fear of physical harm, and that serves no
legitimate purpose.

Weapons - An instrument, article, or substance, which in the possession of an employee or
visitor or under the circumstances of which it is used and or is threatened to be used, can cause
physical injury or death.

Workplace - Any place County business is conducted, including County buildings and property,
County vehicles, private vehicles while used on County business, other assigned work locations,
and off-site training.

Workplace Violence - Any act of violence or threat of violence that occurs in a place of employment.

Workplace violence includes, but is not limited to, the following:

e The threat or use of physical force against an employee that results in, or has a high
likelihood of resulting in, injury, psychological trauma, or stress, regardless of whether the
employee sustains an injury.

e Anincident involving a threat or use of a firearm or other dangerous weapon, including the
use of common objects as weapons, regardless of whether the employee sustains an injury.

Work Practice Controls - Procedures and rules which are used to effectively reduce workplace

violence hazards.
IV. TYPES OF WORKPLACE VIOLENCE
A. There are four workplace violence types:

Type 1 Violence - Workplace violence committed by a person who has no legitimate business
at the worksite, and includes violent acts by anyone who enters the workplace or approaches
employees with the intent to commit a crime.

Type 2 Violence - Workplace violence directed at employees by customers, clients, patients,
students, inmates, or visitors.

Type 3 Violence - Workplace violence against an employee by a present or former employee,
supervisor, or manager.

Type 4 Violence - Workplace violence committed in the workplace by a person who does not
work there, but has or is known to have had a personal relationship with an employee.

Workplace violence does not include lawful acts of self-defense or defense of others.
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V. RESPONSIBILITY

The County Administrative Officer is the Administrator of the Workplace Violence Prevention Plan and

has the authority and responsibility for implementing the provisions of this plan for the County of Glenn.

Other persons are responsible for the implementation of the plan. Their roles are clearly described in

the table below.

Coordinator

employers
about the plan.

Responsible Job Title WVPP Phone Email
Persons Position Responsibilitie | Number
s
Scott De Moss County Overall (530)93 | sdemoss@countyofglenn.net
Administrative | responsibility 4 6400
Officer for the Plan
Erin Emma Personnel Responsible for | (530) eemma@countyofglenn.net
Analyst Il / Asst. | Safety  Mtgs, | 934-
Safety Officer employee 6006
involvement,
and training
Linda Durrer Personnel Handles any | (530) Idurrer@countyofglenn.net
Director/Safety | reports of | 934-
Officer violence  and | 6005
drafts training
materials
Ricardo Valdez County Facilities | Responsible for | (530) rvaldez@countyofglenn.net
Operations emergency 934-
Manager response, hazard | g545
identification,
and coordination
with other
employers
Amy Travis Deputy Director | Coordinates (530) atravis@countyofglenn.net
Office of | emergency 934-
Emergency response 6441
Services procedures,
Workplace and
Violence communicate
Prevention with other

All managers and supervisors are responsible for implementing and maintaining the WVPP in their work

areas and for answering employee questions about the WVPP.

VI. EMPLOYEE ACTIVE INVOLVEMENT

Glenn County will adhere to the following policies and procedures to obtain the active involvement of

employees and authorized employee representatives in developing and implementing the plan:
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e Management will work with and allow employees and authorized employee representatives to
participate in:

o Identifying, evaluating, and determining corrective measures to prevent workplace
violence.

Department Heads or designees will have monthly safety meetings with employees and
their representatives to discuss identification of workplace violence related concerns and
hazards, evaluate those hazards and/or concerns, and identify methods to correct them.
These meetings could involve brainstorming sessions, discussions of recent incidents, and
reviews of safety procedures.

o Designing and implementing training.

Employees are encouraged to participate in designing and implementing training
programs, and their suggestions are incorporated into the training materials. For
example, an employee might suggest a new training scenario based on a recent incident.

VIl. EMPLOYEE COMPLIANCE

The County will adopt a system to ensure employees comply with the rules and work practices designed
to create a secure workplace free of threats or violence. This system will include, at a minimum:

e Training employees, supervisors, and managers in the provisions of the Glenn County Workplace
Violence Prevention Plan (WVPP).

e Implementing effective procedures to ensure that supervisory and nonsupervisory employees
comply with the WVPP.

e Supervisors and managers must sign an acknowledgement form confirming they have
received, read, and understand the Glenn County WVPP.

e Supervisors are expected to regularly monitor the workplace for signs of potential
violence or escalating conflicts.

e Supervisors must ensure that employees are aware of resources for support, such as
counseling and conflict resolution.

e Retraining employees whose safety performance is deficient with the WVPP.

e Recognizing employees who demonstrate safe work practices that promote the WVPP in the
workplace. Memos/emails or a certificate of recognition will be issued to employees who
complete safety training programs or who excel in implementing safety protocols.

e Disciplining employees for failure to comply with the WVPP. To ensure employee compliance,
employees who fail to comply with the WVPP will be subject to the progressive disciplinary
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process outlined in the appropriate Memorandums of Understanding and the Glenn County Book
of Administrative Policies and Procedures.

VIIl. EXPRESSLY PROHIBITED CONDUCT

A. The County expressly prohibits harassment, intimidation, threats or workplace violence as defined
below. (Also see: Equal Employment Opportunity and Anti-Harassment.)

1. Harassment. Any unwelcome or offensive conduct motivated by or directed to a person on the basis of
race, religion, color, national origin, ancestry, physical disability, mental disability, medical condition,
marital status, sex, gender, gender identity, gender expression, sexual orientation, genetic information,
marital status, military or veteran status, or age, including harassment of a person of the same gender as
the harasser.

2. Intimidation. Instilling fear in a person by a show of force or a threat of force.

3. Threat. The expression of intent to inflict physical harm and/or an action that a reasonable person
would perceive as a threat to physical safety or property. For purposes of WVPP, any verbal or written
statement, including, but not limited to, texts, electronic messages, social media messages, or other
online posts, or any behavioral or physical conduct, that conveys an intent, or that is reasonably perceived
to convey an intent, to cause physical harm or to place someone in fear of physical harm, and that serves
no legitimate purpose.

4. Workplace Violence. Any act of violence or threat of violence that occurs in a place of employment.

Violence which any person inflicts, threatens to inflict, or makes reference to inflicting on others at the
place of work, which may result in serious bodily harm, injury, or death or in damage to property. The
person performing such behavior may be a co-worker or a member of the public (e.g., a client). Examples
of such behavior include but are not limited to:

a. Comments that a person in the work area is better off injured or dead.
b. Clear verbal threats of physical harm made to a person in the work area.

c. Gestures directed at a person in the work area which are a threat to the person or to property in the
area.

d. Obscene gestures or motions intended to harass or intimidate a person in the work area.
e. Displaying a weapon when not a part of one’s work duties.
f. Stalking or otherwise focusing undue attention whether “romantic” or angry, on another person.

g. Striking, punching, slapping, shoving or assaulting another person; throwing objects with the intent to
frighten or injure.

5. Weapons. County employees and volunteers will not possess in the workplace, firearms, explosives,
ammunition, fixed blade knives, or folding knives with blades over 3 % inches in length, unless it has both
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a work-related purpose and/or the employee has received the prior approval in writing of his/her
department head and County Administrative Officer.

While it is our policy to prohibit weapons in the workplace to ensure the safety and security of all
employees, an exemption is made for law enforcement officers.

IX. COMMUNICATION WITH EMPLOYEES

We recognize that open, two-way communication between our management team, staff, and other
employers, about workplace violence issues is essential to a safe and productive workplace. Departments
will maintain ongoing open communications with employees about safety concerns and will review the
WVPP with employees at least annually.

The following communication system is designed to facilitate a continuous flow of workplace violence
prevention information between management and staff in a form that is readily understandable by all
employees, and will consist of one or more of the following:

e New employee orientation will include workplace violence prevention policies and procedures.
e Regularly scheduled meetings to provide workplace violence prevention training programs.

e Regularly scheduled meetings that address security issues and potential workplace violence
hazards.

e The County will encourage effective communication between employees and supervisors
regarding workplace violence prevention and violence concerns. All safety related materials will
be translated into Spanish so supervisors and managers can communicate effectively in an
employee’s first language.

o Workplace violence prevention information will be posted in each department and on the County
website.

e Each Glenn County employee is required to attend workplace violence training annually. Annual
training will help employees feel comfortable identifying a violence issue and understanding when
to elevate it for attention and support.

e Employees will be encouraged to report any violent incident, threat, or other workplace violence
concern to employer or law enforcement (when indicated) without fear of reprisal or adverse
action.

e Employees should inform management about workplace hazards or threats of violence without
fear of reprisal or adverse action.

e Emergency contacts are posted in all departments:

Emergency Number 911
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Glenn County Sheriff’s Department (530) 934-6431
Orland Police Telephone Number (530) 865-1616

Reports or incidents warranting confidentiality will be handled appropriately and information will be
disclosed to others only on a need-to-know basis. Criminal conduct should be reported to the proper law
enforcement agency.

All reported incidents of workplace violence involving Glenn County employees will be investigated.
Confidentiality will be maintained in accordance with applicable laws.

Non-employees engaged in violent acts on County premises will be reported to the proper authority. Acts
of retaliation against employees or members of the public who report violations of this policy should be
reported immediately to their supervisor, who will follow the proper chain of command.

Early reporting of dangerous and potentially dangerous incidents will facilitate an effective investigation
and response by the County in a timely manner. Towards this end, each employee must immediately
report incidents of workplace violence to their supervisor. The employee who experiences the incident
will submit the “Violence in the Workplace Employee Report” and the immediate supervisor will submit
the “Violence in the Workplace Management Report” to the Department Head and the Glenn County
Personnel Office — Safety Officer. Employees are to provide as much information as possible to assist in
the investigation and response. Supervisors and managers must prepare the report based on information
from the reporting employee and/or personal observation. Once the forms are submitted, the Safety
Officer will immediately notify the TAT. The TAT then analyzes the information and either handles the
threat directly through its members or submits recommended courses of actions for the department to
take.

In the event of an emergency situation that is not contained and/or actively threatens County employees,
the County can communicate through several means to provide situational awareness and
recommendations to all County employees. County-wide notifications can be sent out through an email
address that broadcasts an email to all accounts ending in "@glenncounty.net". Any County-wide
broadcasts must be coordinated through County Information Technologies, and requests will originate
from the department head, their designee, or the County Administrative Officer.

e Employees will not be prevented from accessing their mobile or other communication devices to
seek emergency assistance, assess the safety of a situation, or communicate with a person to
verify their safety. Employees’ concerns will be investigated in a timely manner and they will be
informed of the results of the investigation and any corrective actions to be taken.

e The County will share training materials and incident reports with other employers to ensure a
coordinated response to any incidents. This could involve sending copies of training materials and
incident reports to other employers.

X. COORDINATION WITH OTHER EMPLOYERS
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Glenn County will implement the following effective procedures to coordinate implementation of its plan

with other employers to ensure that those employers and employees understand their respective roles,

as provided in the plan.

All employees will be trained on workplace violence prevention.

Workplace violence incidents involving any employee are reported, investigated, and recorded.

At a multi-employer worksite, Glenn County will ensure that if its employees experience
workplace violence incident that Glenn County will record the information in a violent incident
log and the Safety Officer shall retain a copy.

Xl. WORKPLACE VIOLENCE INCIDENT REPORTING PROCEDURES

Glenn County will implement the following effective procedures to ensure that:

Planning and clear protocols are the best approach to managing any potential workplace violence
scenario. Having clear lines of accountability and processes to manage the incident will both
reassure employees and provide a consistent approach for evaluation and tracking.

All threats or acts of workplace violence must be reported to the employee’s immediate
supervisor, who will follow the procedure outlined above.

With any incident, employee safety is of the highest importance. This can include leaving the area,
calling for help, or with a more imminent threat calling 9-1-1.

Employees must feel comfortable identifying a workplace violence issue and elevating it for
attention. Employees must be able to inform management about workplace hazards or threats of
violence without fear of reprisal or adverse action. The employee must share the specifics of the
violent incident with their supervisor.

Acts of retaliation against employees or members of the public who report violations of this policy
should be reported immediately to the Department Head or their designee or the Glenn County
Personnel Department. A strict non-retaliation policy is in place, and any instances of retaliation
are dealt with swiftly. Retaliatory behavior can result in discipline up to and including termination.

The employee who experiences the incident will submit the “Violence in the Workplace Employee
Report” and the immediate supervisor will submit the “Violence in the Workplace Management
Report” to the Department Head and the Glenn County Personnel Office — Safety Officer.

Xll. EMERGENCY RESPONSE PROCEDURES

Glenn County has in place the following specific measures to handle actual or potential workplace violence

emergencies:
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Should the employee or volunteer perceive that he or she is in immediate apparent danger of a violent
act, or has just been victimized by a violent act, or is a witness of a violent act, he or she will whenever
possible:

1. Place themselves in a safe location.

2. In the event of a life-threatening emergency call 9-1-1. Be prepared to inform the dispatcher
of the circumstances and the exact location of where an officer is needed.

3. If the situation is not life threatening, call Glenn County Sheriff’s Office Dispatch Center. Be prepared
to inform the dispatcher of the circumstances and the exact location of where an office is needed.

4. If circumstances dictate, follow the emergency evacuation plan. If unable to evacuate, the
employee should shelter in place.

5. Complete the Workplace Security and Safety Incident Investigation Report Form as soon as
possible and submit the original copy to your supervisor.

6. Refer any media inquiries to the Department Head.

7. Cooperate fully in any administrative or criminal investigation, which will be conducted within
existing policy and laws.

XIII. INCIDENT OR EMPLOYEE COMPLAINT INVESTIGATIONS

A. Department heads are responsible to ensure that all employee complaints are heard, evaluated, and
responded to appropriately. Regardless of the complaint, an investigation must be conducted. In incidents
involving possible criminal action, or breaches of security or security hazards, the local law enforcement
agency will be notified to take charge of the initial investigation.

B. In all cases involving safety concerns, the initial investigation will be conducted at the department level.
Results of the investigation are to be reported to the Safety Officer. The Safety Officer will review the
investigation and any related hazard resolution documents and report evaluation results to the County
Administrative Officer, the Department Head, and the County Counsel, or the designee of each. These
individuals, in conference, will confirm the resolution of any identified hazards.

C. If the problem cannot be resolved at the department level, the Safety Officer will further investigate
the incident (or employee report of hazard) and recommend preventive or mitigating actions as
appropriate. This report will also be forwarded to the above four individuals for evaluation. The supervisor
or other person designated by the department head to conduct the investigation must keep proper notes
and records. In accordance with regulatory requirements, the employee may make complaints
anonymously. The following methods, as applicable, will be used whenever investigating a complaint, or
an incident which has occurred:

1. Reviewing all previous incidents.
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2. Visiting the scene of an incident as soon as possible.
Interviewing threatened/or injured workers and witnesses.

4. Examining the workplace for security risk factors, not previously identified, associated with the
incident, including any previous reports of inappropriate behavior by the perpetrator.

5. Determining the cause of the incident.

6. Taking corrective action to prevent the incident from recurring.

7. Recording the findings and corrective actions taken, including discipline.

No Retaliation
No employee will retaliate against another employee who reports an incident pursuant to this section.
XIV. WORKPLACE VIOLENCE HAZARD IDENTIFICATION AND EVALUATION

The following policies and procedures are established and required to be conducted by Glenn County to
ensure that workplace violence hazards are identified and evaluated:

e Inspections shall be conducted when the plan is first established, after each workplace violence
incident, and whenever the employer is made aware of a new or previously unrecognized hazard.

o Weekly review of all submitted and reported concerns by the Safety Officer or designee.
e Workplace Violence Hazards suggestion box will be placed at the Personnel Department.
e There will be an anonymous (?)online form for reporting workplace violence hazards.

e Voicemail/email/text messages will be updated to provide information.

Periodic Inspections

Periodic inspections of workplace violence hazards will identify unsafe conditions and work practices. This
may require assessment for more than one type of workplace violence. Periodic Inspections shall be
conducted at least quarterly.

Periodic inspections to identify and evaluate workplace violence and hazards will be performed by the
following designated personnel in the following areas of the workplace:

Employee / Job Title Area / Department / Specific Location

Inspections for workplace violence hazards include assessing:
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e The exterior and interior of the workplace for its attractiveness to a criminal element.

e The need for violence surveillance measures, such as mirrors and cameras.

e Procedures for employee response during a robbery or other criminal act, including our policy
prohibiting employees, who are not designated as law enforcement, from confronting violent persons
or persons committing a criminal act. An exemption to this policy is made for law enforcement officers.

e Procedures for reporting suspicious persons or activities.

e Effective location and functioning of emergency buttons and alarms.

e Posting of emergency telephone numbers for law enforcement, fire, and medical services.

o Whether employees have access to a telephone with an outside line.

e  Whether employees have effective escape routes from the workplace.

e  Whether employees have a designated safe area where they can go to in an emergency.

e Adequacy of workplace security systems, such as door locks, entry codes or badge readers,
security windows, physical barriers, and restraint systems.

e Frequency and severity of threatening or hostile situations that may lead to violent acts by persons
who are service recipients of our establishment.

o Employees’ skill in safely handling threatening or hostile service recipients. Effectiveness of
systems and procedures that warn others of actual or potential workplace violence danger or that
summon assistance, e.g., alarms or panic buttons.

e The use of work practices such as the "buddy" system for specified emergency events.

e The availability of employee escape routes.

o How well our establishment's management and employees communicate with each other.

e Access to and freedom of movement within the workplace by non-employees, including recently
discharged employees or persons with whom one of our employees is having a dispute.

e Frequency and severity of employees’ reports of threats of physical or verbal abuse by managers,
supervisors, or other employees.

e Any prior violent acts, threats of physical violence, verbal abuse, property damage or other signs
of strain or pressure in the workplace.

XV. WORKPLACE VIOLENCE HAZARD CORRECTION

Workplace violence hazards will be evaluated and corrected in a timely manner. The County will
implement the following effective procedures to correct workplace violence hazards that are identified:
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. If an imminent workplace violence hazard exists that cannot be immediately abated without
endangering employee(s), all exposed employee(s) will be removed from the situation except
those necessary to correct the existing condition. Employees necessary to correct the
hazardous condition will be provided with the necessary protection including but not limited
to personal protective equipment (i.e. helmets, gloves, safety goggles, and respiratory
protections.

. All corrective actions taken will be documented and dated on the appropriate form:
o Glenn County Violent Incident Report
o Glenn County Post Incident Assessment
. Corrective measures for workplace violence hazards will be specific to a given work area.

Hazards, which threaten the security of employees, shall be corrected based on severity when they are
first observed or discovered. Corrective measures for workplace security hazards can include:

e Making the workplace unattractive to criminals.

e Utilizing security guards and surveillance measures, such as cameras or mirrors, to provide
information as to what is going on outside and inside the workplace.

e Reporting procedures for notifying designated employees of suspicious persons or activities.

e Posting emergency telephone numbers for law enforcement, fire and medical services where
employees have access to a telephone with an outside line.

e Posting signs to notify the public that limited cash is kept on the premises.

e Limiting cash on hand and using time access safes and armored car services for large amounts of
cash.

e Training on emergency action procedures for employees, supervisors and managers.

e Using alarm systems and access control systems.

e Communicating effectively our department's workplace violence prevention policy to all
employees, supervisors, and managers.

e Improving communication between management and employees.

e Increasing employees, supervisors', and managers' awareness of the warning signs of potential
workplace violence.

e Controlling access to, and freedom of movement within, the workplace by nonemployees,
especially recently discharged employees or persons with whom one of our employee's is having
a dispute.

e Providing counseling to employees, supervisors or managers who exhibit behavior that represents
strain or pressure which may lead to physical or verbal abuse of coworkers.

e Ensuring all reports of violent acts, threats of physical violence, verbal abuse, property damage or
other signs of strain or pressure in the workplace are handled effectively by management and that
the person making the report is not subject to retaliation by the aggressor.

e Ensuring worker disciplinary and discharge procedures address the potential for workplace
violence.
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Applying crime prevention measures through environmental design and administrative measures
including but not limited to:

A. Controlled access to work area

B. Employees must visibly display employee ID badge at all times while in a County facility
C. Code word recognized by coworkers to indicate you need help

D. Visitor sign-in

E. Visitor badges

F. Well lighted parking lots and areas surrounding the building

G. Buddy system for walking to car or locations away from the building

H. Security cameras

I. Bullet resistant glass

J. Mounted area mirrors

K. Eliminate hiding places in areas surrounding the building, i.e. overgrown shrubs, dark
areas

L. Panic buttons

M. Locks on restroom doors

N. Remove sharp objects from view that could be used as a weapon (offices with public
access)

O. Caller ID on phones

P. Field staff check in (cell phones)

Q. Cash locked in vault

XVI. PROCEDURES FOR POST INCIDENT RESPONSE AND INVESTIGATION

After a workplace incident, the WVPP administrator or their designee will implement the following post-

incident procedures:

Visit the scene of an incident as soon as safe and practicable.

Interview involved parties, such as employees, witnesses, law enforcement, and/or security
personnel.

Review security footage of existing security cameras if applicable.

Examine the workplace for security risk factors associated with the incident, including any
previous reports of inappropriate behavior by the perpetrator.

Determine the cause of the incident.

Take corrective action to prevent similar incidents from occurring.

Develop a corrective action plan and ensure corrective actions are tracked.
Obtain any reports completed by law enforcement.
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The violent incident log will be used for every workplace violence incident and will include

information, such as:

O

O

O

The date, time, and location of the incident.
The workplace violence type or types involved in the incident.
A detailed description of the incident.

A classification of who committed the violence, including whether the perpetrator was a client
or customer, family or friend of a client or customer, stranger with criminal intent, coworker,
supervisor or manager, partner or spouse, parent or relative, or another perpetrator.

A classification of circumstances at the time of the incident, including, but not limited to,
whether the employee was completing usual job duties, working in poorly lit areas, working
during a low staffing level, isolated or alone, unable to get help or assistance, working in a
community setting, or working in an unfamiliar or new location.

A classification of where the incident occurred, such as in the workplace, parking lot or other
area outside the workplace, or other area.

The type of incident, including, but not limited to, whether it involved any of the following:

= Physical attack without a weapon, including, but not limited to, biting, choking,
grabbing, hair pulling, kicking, punching, slapping, pushing, pulling, scratching, or
spitting.

= Attack with a weapon or object, including, but not limited to, a firearm, knife, or other
object.

= Threat of physical force or threat of the use of a weapon or other object.

= Sexual assault or threat, including, but not limited to, rape, attempted rape, physical
display, or unwanted verbal or physical sexual contact.

=  Animal attack.
= Other type of violent attack.
Consequences of the incident, including, but not limited to:
=  Whether security or law enforcement was contacted and their response.

= Actions taken to protect employees from a continuing threat or from any other
hazards identified as a result of the incident.

= |njuries sustained or damage to property.
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= |nformation about the person completing the log, including their name, job title, and
the date completed.

= Reviewing all previous incidents.

XVIl. DO’S AND DON’TS WHEN CONFRONTED WITH POTENTIAL VIOLENCE:

When a potential or actual violent incident occurs, follow these do's and don'ts:

bo

YV V VYV VY YVYV

Stay calm.

Speak to the other person quietly and calmly.

Keep your hands visible.

Ignore challenges and redirect challenging questions.

Be aware of yourself including your look and tone.

Assess the situation to understand the nature and extent of the threat.

Try to put some space between yourself and the perpetrator.

@)

@)

O O O O

O

Call 9-1-1 for life threatening emergencies.

Create physical barriers of protection, using objects, movement and communication to
stop the perpetrator.

Identify potential escape routes and safe areas.

Obey the perpetrator's orders, as in a robbery.

Evacuate the area, if possible; or

Take cover, such as under a desk, if it is not possible to evacuate the area and you are not
the immediate victim.

Notify your supervisor when it is safe to do so.

Document conversations immediately, including perpetrator's description, sequence of events,

and obtain names and any identification (driver's license or registration), if possible.

If there is no immediate danger, report the incident to your supervisor, who will follow the

procedure outlined.

Call Medcore (800) 775-5866 if an employee has been injured who will start the worker’s

compensation process and file the Employer's Report of Occupational Injury.

Immediately telephone your supervisor and provide details of the situation if you work in a field

office or remote location.

Provide critical incident or personal counseling through the Employee Assistance Program (EAP).

EAP provides an employee with free, easily accessible and confidential resource for addressing

personal concerns.

DO NOT

Y

Y V V

Confront the perpetrator or use an argumentative stance.

Engage with the perpetrator.

Fight with the perpetrator (unless it is the last resort and your life is in danger).

Make sudden movements.
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» Spread unverified information about the incident.
> Ignore your surroundings.
» Block emergency personnel.

XVIIl. RECORDKEEPING

An effective record keeping system helps in selecting the appropriate level of controls to prevent
recurrence and in determining required training. Records will be kept up to date by the Safety Officer.

OSHA 200 - Pursuant to Title 8 California Code of Regulations, Sections 14300 through 14400, employers
are required to record on their OSHA 200 Log all fatalities and illnesses and specified injuries which occur
as a result of work-related injuries or illnesses including workplace violence:

Those injuries which are recordable are those which result in the following:
1. Loss of consciousness.

2. Restriction of work or motion.

3. Transfer to another job or termination of employment.

4. Medical treatment beyond first aid.

Workplace violence includes assaults that take place on the employer's premises and at other
locations where employees are engaged in work-related activities or are present as a condition of
employment.

The following records should be kept in a separate file for Workplace Violence Prevention Incident
Reports in accordance with departmental policies:

- Incident Reports - any acts of aggression should be recorded; they may be threatening to the
worker, but may not result in injury, (i.e. pushing or shouting). The report should describe who
was threatened or assaulted, the type of activity, (i.e. unprovoked sudden attack), and all other
circumstances of the incident. The records should include a description of the
location/environment, potential or actual costs, lost time, nature of injuries sustained, etc.

- Minutes of safety meetings - should be taken and should contain findings, corrective actions
recommended relative to workplace violence, along with department's response and completion
dates for action items.

- Employee questionnaires - which should assess employee views of high-risk work areas and
activities.

- Training records - which should include dates that training was conducted, type of training given,
employees trained, etc.
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- Inspection records - which should include dates of inspection, areas inspected, all findings and
recommendations, any control measures implemented, etc.

XIX. TRAINING AND INSTRUCTION

SB 553 requires all employees to complete an annual mandatory workplace violence training and
instruction that is clear, understandable, and effective. The Safety Officer will train all County
employees to ensure understanding of what a violent incident is, how to elevate for attention and
help, and what the role of the supervisor is in completing a violent incident report. The County-
wide training is meant to be a general overview and is not site-specific. Departments are expected
to supplement the training with site and/or role specific training and education.

The training will include:

e The employer’s WVPP, how to obtain a copy of the employer’s plan at no cost, and how to
participate in development and implementation of the employer’s plan.

e How to report workplace violence incidents or concerns to the employer or law enforcement
without fear of reprisal.

e Workplace violence hazards specific to the employees’ jobs, any corrective measures County of
Glenn has implemented, how to seek assistance to prevent or respond to violence, and strategies
to avoid physical harm.

e The violent incident log and how to obtain copies of records pertaining to hazard identification,
evaluation and correction, training records, and violent incident logs.

e During the annual WVPP training and quarterly safety meetings, there will be time for interactive
qguestions and answers with a person knowledgeable about the Glenn County WVPP.

e Strategies to avoid/prevent workplace violence and physical harm, such as:
o Run, Hide, Fight

o How to recognize workplace violence hazards including the risk factors associated with the
four types of workplace violence.

o Ways to defuse hostile or threatening situations.

e How to recognize alerts, alarms, or other warnings about emergency conditions and how to use
identified escape routes or locations for sheltering.

e Employee routes of escape.
e Emergency medical care provided in the event of any violent act upon an employee

e Post-event trauma counseling for employees desiring such assistance.
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XXI. EMPLOYEE ACCESS TO THE WRITTEN WVPP

The County of Glenn ensures that the WVPP shall be in writing and shall be available and easily accessible
to employees, authorized employee representatives, and representatives of Cal/OSHA at all times.

e Whenever an employee or designated representative requests a copy of the written WVPP, the
County will provide the requester with a printed copy of the WVPP, unless the employee or
designated representative agrees to receive an electronic copy.

e The County will provide unobstructed access through the County website, which allows an
employee to review, print, and email the current version of the written WVPP. Unobstructed
access means that the employee, as part of their regular work duties, predictably and routinely
uses the electronic means to communicate with management or co-employees.

XXIl. EMPLOYEE ACCESS TO RECORDS

The following records shall be made available to employees and their representatives, upon request and
without cost, for examination and copying within 15 calendar days of a request:

e Records of workplace violence hazard identification, evaluation, and correction.
e Training records.

e Violent incident logs.

XXIl. REVIEW AND REVISION OF THE WVPP
The County WVPP will be reviewed for effectiveness:
e At least annually.
e When a deficiency is observed or becomes apparent.
o After a workplace violence incident.
e Asneeded.

Review and revision of the WVPP will include the procedures listed in the EMPLOYEE ACTIVE
INVOLVEMENT section of this WVPP, as well as the following procedures to obtain the active involvement
of employees and authorized employee representatives in reviewing the plan’s effectiveness:

e Review of the County’s WVPP should include, but is not limited to:
o Review of incident investigations and the violent incident log.
o Assessment of the effectiveness of security systems, including alarms, emergency

response, and security personnel availability (if applicable).

e Review that violence risks are being properly identified, evaluated, and corrected. Any necessary
revisions are made promptly and communicated to all employees. [These revisions could involve
changes to procedures, updates to contact information, and additions to training materials.]

XXIV. EXTERNAL THREATS OR THREATS OF VIOLENCE
Hostile situations can take place at any time for a variety of uncontrollable reasons. This section pertains
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to external threats or acts of violence which originate at Glenn County Facilities with the intent to cause
multiple casualties.

Examples of external threats or acts of violence employees may encounter include, but are not limited to,
active shooter situations, hostage situations, civil unrest, or other acts of terrorism including Chemical,
Biological, Radioactive, Nuclear, or Explosives (CBRNE).

Information provided in this section may be used as a resource for departments; however, specifics
regarding how to respond during an emergency have been gathered from other available sources, such
as the Department of Homeland Security (Active Shooter — How to Respond), the Federal Bureau of
Investigation (Active Shooter Resources), or information gathered from reputable online training
platforms including (Vector Solutions).

In addition, it is important to ensure employees are observant and pay particularly close attention to
individuals exhibiting suspicious or unusual behavior. Employees should take notes of physical
descriptions such as gender, race, hair color, eye color, and clothing descriptions, including clothing color
and any personal accessories or other items in the individual’s possession. Employees should
immediately leave the area if any suspicious items or property are left behind, such as a box, bag, or any
other type of container. Once the employee has reached a safe location, the employee should report to
supervisor and/or law enforcement. The supervisor should report to Department Head and/or law
enforcement as applicable. Employees should never touch or attempt to move any suspicious or unusual
items left behind.

Any employee who has reason to believe a person outside or inside the workplace may cause harm to
Glenn County employees or the public shall immediately report those concerns to their Supervisor.

Domestic Violence

Glenn County is committed to providing a workplace in which the perpetration of domestic violence is
neither tolerated nor excused, as well as providing support for employees and managers to address the
occurrence and effects of domestic violence in the workplace. Managers and supervisors can help address
safety issues at work by identifying a confidential means for employees to seek help, resources, and
referral information, or leave necessary to obtain medical, counseling or legal assistance and workplace
relocation.

XXI1l. REPORTING RESPONSIBILITIES

Employees of Glenn County must be familiar with this policy as well as the department policy/procedures
and report any incidents or potential incidents of workplace violence. The safety and security of Glenn
County employees are of the highest priority. Any potentially dangerous situations in the workplace shall
be immediately reported to the Department Head or their designee, or the Personnel Office. In cases
where there is imminent danger or the potential for violence, employees should get to safety first, alert
others if possible, and contact law enforcement.

Reports of workplace violence may be made anonymously and investigated accordingly. Reports or
incidents warranting confidentiality will be handled appropriately and information will be disclosed to
others only on a need-to-know basis. Criminal conduct will be reported to the proper law enforcement
agency. All reported incidents of workplace violence involving Glenn County employees will be
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investigated. Confidentiality will be maintained in accordance with applicable laws. Non-employees
engaged in violent acts on County premises will be reported to the proper authority.

e Department Heads and supervisors who receive complaints regarding workplace violence from
employees or members of the public should take proactive steps to prevent acts of violence.

e Glenn County expects all employees to be familiar with this policy.

e Managers, supervisors, and department heads will assess the risk of workplace violence and
actively work towards mitigating identified risks.

e Glenn County will work with employees to correct identified behavioral problems.

e Managers, supervisors, and department heads are responsible for supervising, evaluating, and
documenting employee behavior and performance in conformance with safe work practices.

e When threats or violent acts take place, Department Heads or designees, supervisors or
managers shall ensure an investigation, including documentation, recommendation, and
corrective action occurs.

e Acts of violence which are criminal in nature shall be reported to the applicable law enforcement
agency.

e Acts of retaliation against employees or members of the public who report violations of this
policy should be reported immediately to the Department Head or their designee, or the Glenn
County Personnel Office.

As required by California Code of Regulations (CCR), Title 8, Section 342(a). Reporting Work-Connected
Fatalities and Serious Injuries, Glenn County will immediately report to Cal/OSHA any serious injury or
iliness (as defined by CCR, Title 8, Section 330(h)), or death (including any due to Workplace Violence) of
an employee occurring in a place of employment or in connection with any employment.
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