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. Purpose
Oay Water District recognizes that workplace violence has becone a
serious problem that affects job perfornmance. Hom cides in the

wor kpl ace account for the second | argest nunber of enployee work rel ated
deat hs.

The District is required under California law to maintain a safe and
heal t hful place of enploynent for its enpl oyees. Each enpl oyee has a
responsibility to perform work for the public in a safe, effective and
efficient manner. The District wll strive to elimnate acts of
vi ol ence, aggression and threatening behaviors in the workplace and
pronote respect for all persons. In consideration of the health and
safety of others, this policy establishes a “zero-tolerance” position
towards threats or acts of violence in the workpl ace.

The District pronotes the concept of nutual respect for all persons
Vi ol ence, acts of aggression, sexual harassnment, discrimnation and
threatening behaviors do not flourish in environnents where people
respect each ot her.

It is the purpose of the Wirkplace Security and Anti -Violence Policy of
Qay Water District to establish guidelines to prohibit:

+ Violence

+ Acts of aggression

+« Threateni ng behaviors against all enployees at the workpl ace

+ To provide information to all enployees regarding violence in the
wor kpl ace

+ To establish a procedure for reporting acts of aggression and
vi ol ence

+ To standardize a procedure for dealing with an act of aggression
and vi ol ence

« To pronote a workplace free of acts of aggression and viol ence
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1. Pol i cy

Oay Water District is conmtted to creating and nmaintaining a work
environment free of any and all types of violence and acts of
aggression. The District recognizes that issues related to violence in
the workplace are enforced by 3203 of the CAL-OSHA General Industry
Saf ety Orders.

The District will not tolerate violence in the workplace and wll take

preventive, corrective and/or disciplinary action (including crimnal
prosecution) against any individual that violates this policy.

Zero-Tol erance Standard — The District establishes a zero-tol erance for

aggressi ve behavior or acts of violence in the workplace. Incidents of
vi ol ence, whether inplied or actual, will not be tolerated by any person
under any circunstance. There is no excuse for any type of violent
behavi or .

Al comments and actions of a violent nature will be taken seriously and
will not be tolerated. While all individuals have the right to self-

expressi on, expressions of violence or potential violence are strictly
prohi bited.

This policy applies to all persons involved in the District’s operation

including, but not Ilimted to: full-tine, part-tinme, vendors and
contractors, tenporary and volunteer enployees of OQay Water District
and anyone else visiting District property or job sites. It includes

all work areas where an enployee is assigned to performa job function
and/or where the enployee is representing or perceived to be
representing the District.

Di ssemi nation of Policy to Enployees — Information about the prohibition
of threats or incidents of violence will be provided to all full-tine,
part-time and tenporary enployees at their tinme of  hire, and
periodically thereafter through a conmmunication nethod determ ned by the
General Manager. In addition, copies of the policy and/or notices wll
be generated to inform contractors, vendors, volunteers and anyone el se
visiting D strict property, of the prohibition against threats or
i ncidents of violence in the workpl ace.
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[11. Definitions
Definitions of Threats or Acts of Violence — Al direct or inplied

expressions of an intent to inflict physical harm and/or actions that a
reasonabl e person would perceive as possibly detrinmental to their
physi cal safety or property will be considered as a threat. Acts of
viol ence include conduct against individuals or property that s
sufficiently offensive, severe or coercive to alter the District’s
enpl oynent conditions or which <creates a hostile, abusive or
intimdating work environnent for one or nore District enployees. Al
threats or acts of violence wll be taken seriously and imedi ately
acted upon. VWile not inclusive, the followmng are exanples of
behaviors that are strictly prohibited under this policy:

A. Threats or acts of physical force and/or assault, such as pushing,
shovi ng, slapping, hitting, punching or striking.

B. Threatening conduct, such as nenacing gestures, st al ki ng,
brandi shi ng weapons, tools or equipnent, as if intending to cause
physi cal harm

C. Possession of firearns, weapons or any dangerous devices on
District property or District job site. Recreational firearns shal
not be transported in enployee’s vehicle on District prem ses.

D. I nappropriate use of tools or equipnment on District property or
District job sites.

E. Verbal or witten harassnment designed to intimdate or instill fear
in others, including cursing, harassing phone «calls, faxes,
| etters, nenos and el ectroni c comuni cati on.

F. Verbal or witten harassnent devised to provoke a | oss of enotional
control in others, such as taunting or deneaning statenents,
gestures or sounds.

G Direct or veiled verbal threats of physical harm to individuals,
their famly nenbers, friends, associates, personal property or
District property.

H. Threatening verbal or witten jokes about acts of violence.

|. A self-prediction of |oss of control.

J. Yelling or profanity that a reasonable person would consider to be
i ntimdating or demeani ng.
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Exanpl es of Workplace Violence - General situations of prohibited

vi ol ent conduct include, but are not |imted to, the foll ow ng:

A. Threats or acts of violence not occurring on District property, but
i nvol ving soneone who is acting within the course and scope of
District enploynment and vol unteer service.

B. Threats or acts of violence occurring on District property,
regardl ess of the relationship between the District and the parties
i nvolved in the incident.

C. Threats or acts of violence not occurring on District property
I nvol ving an enployee of the District if the threats or acts of
vi ol ence adversely inpact the District’s best interests.

V. Procedure
Enpl oyee Responsibilities

Al'l enmployees nust conply with the provisions of this policy. Any
violation of this policy by a District enployee shall result in
i mredi ate disciplinary action, which my include referral to the
Enpl oyee Assistance Program witten notice, days off or any other
discipline up to and including termnation. Al oral and/or witten
reports required by enployees under this policy shall be done wthout
fear of reprisal and, to the extent possible, on a confidential basis.

A. Enpl oyees shall imediately report custoners’ actions, or citizen
contacts of threatening behavior, to their supervisor, and when
appropriate to the Police Departnent.

B. Enpl oyees shall imediately report to the appropriate supervisor,
Assistant Chief or Human Resources Manager any incident of threat
or physical harm directed at them or a co-worker, by another
enpl oyee, supervisor, or custoner.

C. Enpl oyees are responsible for reporting to their supervisor when
they have a restraining order against soneone. Empl oyees wi ||
further furnish to their supervisor, identifying information of the
person and information on types of vehicles driven by a party whom
the restraining order agai nst persons who are harassing,
threatening or stal king enpl oyees. The supervisor will notify Human
Resour ces.
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D. The enployee will furnish a copy of the restraining order to the
Pol i ce Departnent. | f available, a photograph is very helpful in

i dentifying the person whomthe restraining order is for.

E. Enpl oyees are to report a bonb threat imediately to their
supervi sor.

F. Enpl oyees mnust report threatening behaviors from fellow enpl oyees
to their supervisor, Assistant Chief, or Human Resources. When
necessary these reports may be nade confidentially.

I nci dents I nvolving Menbers of the Public — This policy recognizes that
enpl oyee security applies not only to co-workers’ interactions, but also
to associations with nenbers of the public, including relatives and
friends of enployees. Enpl oyees are remnded to use caution when
dealing with any angry or intimdating nenber of the public. | f
unsuccessful in getting the person to calm down, the enployee should
refer the individual to his or immed ate supervisor or Assistant Chief.
It may be necessary to renove all enployees fromthe potential risk and
notify the Police Departnment via 9-911.

The imedi ate supervisor and/or Assistant Chief will determne how to
handl e future business transactions with an angry or intimdating
i ndi vi dual . Furthernore, if appropriate, legal action may be taken

agai nst any nenber of the public who violates enployee security in any
fashi on.

Supervi sory and Managenent Responsibilities:

A. It is the duty of all managers and supervisors to carry out the
enforcement of this policy and to investigate all conplaints of
viol ations of this policy.

B. Managers and supervisors shall take conplaints of an enployee's
t hreat eni ng behavi or seriously. At tinmes it nmay be necessary to
keep confidential the nane of the person who has reported a
t hreat eni ng behavior of a citizen or enpl oyee.

C. In cases of restraining orders, nmanagers and supervisors wll
advise the Assistant Chief and, when appropriate, the Police
Departnment will be notified to provide added protection for all
enpl oyees. Managers and supervisors have a responsibility to
provi de added protection, as deenmed appropriate, for all enployees.
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D. Managers and supervisors have a responsibility to follow the
procedure for dealing with a bonb threat and report it imediately
to their Assistant Chief.

E. Managers and supervisors have the responsibility to encourage or
formally refer enployees to use the EAP when deteriorating or

unsatisfactory job performance does not inprove wth usual
supervi sory action. A supervisor should not attenpt to di agnose an
enpl oyee’s problem The supervisor’'s role is to nonitor job

per f or mance.

F. Managers and supervisors have a responsibility to pronote respect
anong all enpl oyees.

G. Managers and supervisors have a responsibility to discipline al
enpl oyees who bring unauthorized weapons on any District job site.

H. Managers and supervisors have a responsibility to solicit enployee
perceptions of unsafe conditions or situations.

Conducting an Investigation — Al alleged threats and incidents of
violence will be investigated in a pronpt, thorough, inpartial and
confidential matter. The General Manager w |l designate the applicable

Assi stant Chief, Human Resources Manager, other managenent enpl oyee or
an outside investigator as the assigned investigator of the alleged

incident. The “Threat/Incident |Investigation Report” formw ||l be used
I n conducting the investigation. The investigation will provide witten
notice to the accused enpl oyee of the reported allegation(s) in a manner
that allows for the docunentation of receipt. The notice will state the
foll ow ng:

A. The basis for the allegation(s), including the date that the

i ncident allegedly occurred.

B. The ability to review the materials upon which the allegation(s) is
based.

C. Information concerning the enployee’s right to respond to the
allegation(s), orally or in witing, within five (5) working days.

Wthin five (5) working days after the receipt of the notice, the
accused enpl oyee nmay request a neeting with the investigator to respond
to the allegation(s). The accused enployee may utilize this opportunity
to present his or her side in response to the allegation(s). When
appropriate, the enployee accused of the threat or incident of violence
may be placed on tenporary adnministrative |eave and renoved from the
wor kpl ace pendi ng conpl etion of the investigation.
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If the alleged incident is substantiated, appropriate disciplinary
action will be taken, up to and including term nation. |In addition, any
| egal action nmay be taken, as appropriate, against enployees or nenbers
of the public in verified threats or incidents of violence. | f
discipline is warranted the enployee will be notified with witten
notice, the proposed action, reasons, effective date, etc., the enployee
will also be advised of the right to review or appeal any disciplinary
action taken.

Enpl oyees who retaliate against any person who has reported an all eged
threat or incident of violence, regardless of whether the retaliation
takes place on District property or District tinme, will be subject to
disciplinary action up to and including term nation.

Enpl oyees who falsely accuse a person of a threat or incident of
violence, which is proven to be malicious and intentional, wll be
subject to disciplinary action, up to and including term nation.

Human Resources w il indefinitely mintain all files and records
relating to reports of all incidents of violence.
Assessing the Seriousness of an Incident — Once the threat or act of

vi ol ence has been verified, a prelimnary assessnent of the seriousness
of the incident shall be nmade in order to respond to the conpl ai nant and
t he accused. QO her actions that my be taken to fully develop an
assessnment of the seriousness of a threat or act of violence are:

A. Review the accused s personnel records for previously docunented
threats or acts of violence, work performance issues, disciplinary
actions, related nedical conditions, financial problens and/or
other related itens.

Interview the supervisor, Assistant Chief and/or co-workers of the
accused.

@

C. As deened appropriate, notify |aw enforcenent personnel

D. Gbtain, as required, the expertise of specialists such as
psychiatrists or psychol ogi sts.

E. Determne if there has been a history of simlar incidents to other

enpl oyees.
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If one or nore of these actions are taken, the CGeneral Mnager shall use
discretion in determ ning who shall have access to an enpl oyee’ s records
and will [|imt the nunber based on a strict “need-to-know basis
depending upon the specific situation. Such decision nakers m ght
i nclude the GCeneral Manager, the General Counsel, the Human Resources
Manager, the Assistant Chief as well as others the General Manager mi ght
identify as needing the information to protect other enployees, the
public and the District.

The records will be kept in a separate |ocked file under the direct
control of the Human Resources Division and will not be made a part of
enpl oyee’ s personnel file except when disciplinary action results from
an investigation of the incident. When disciplinary action is taken,
any disciplinary notices and supporting naterials regarding the
disciplinary action will be placed in the enployee’ s personnel file.
Reports maintained in the File will not be available for review or
exam nation except wupon the approval of the Assistant Chief of
Adm ni strative Services or the Human Resources Manager. Reports of
violence will only be reviewed to determ ne risk or assess conplaints of
a threat concerning an enployee of the District. Di sciplinary action
will be consistent with current District policy.

Assessing the Seriousness of a Potential Threat — Wenever a supervisor
or manager learns of a potential threat, it is that person’s
responsibility to alert their Assistant Chief and Hunman Resources
Manager and assess the seriousness of the threat. Exanples of potential

threats include but are not limted to the foll ow ng:

A. An enployee tells you that they are breaking up with a significant
other and the significant other has threatened to kill themif they
catch themw th soneone el se.

B. A custoner, over the phone, threatens to slash the tires of an
enpl oyee’ s vehicle unless they receive satisfaction.

C. An enployee conmes to you and relates concern of a co-worker’s
recent state of mnd or apparent depression, which has affected the
co-worker’s productivity and/or attitude at work.
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Enpl oyee Assistance Program - The District recogni zes that enployees may
from time to tine experience difficulties related to their work,
rel ati onships with co-workers, supervisors, Assistant Chiefs or nenbers
of the public. Enmpl oyees are remnded that the District has a well -
establi shed voluntary and confidential Enployee Assistance Program (EAP)
to assist enployees and their famlies who seek help for problens
causi ng added stress to their lives. Enployees who are concerned about
added stress are strongly encouraged to voluntarily seek assistance
through this program An enployee may schedul e an appointnent with the
EAP on District release tinme with the approval of the supervisor. If an
enpl oyee requires leave tinme for additional visits or continuing
treatnment, he/she nust follow established sick | eave procedures.

The EAP provides counseling sessions at no cost to the enployee. | f
further treatnent is needed, the EAP wll refer the enployee to the
appropriate resource. Most health insurance contains sone type of
coverage for treatnent; however, the enployee assunes the financial
responsibility for all services that are not covered by the EAP or
heal t h i nsurance.

Supervi sors shoul d encourage enpl oyees to use the EAP when deteriorating
or unsatisfactory job performnce does not respond to usual supervisory
actions or when a specific on the job incident does not respond to usual
supervi sory actions or when a specific on the job incident is cause for
concern. \Wiile the District will be supportive of those who seek help
voluntarily, the D strict wll be equally firm in identifying and
di sci plining those who continue to violate this policy.

Al'l O her Comrunication — The General Manager will determ ne the nethod
of communicating specific information about the threat or incident of
violence to enpl oyees and the news nedia. In the event of an incident,
every effort will be taken to provide enployees in the effected area
with information that wll mnimze the stress and/or the anxiety
associated wth the incident, including on-site post-incident debriefing
and/or referral to the District’s Enpl oyee Assistance Program
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