United States Department of Agriculture
Grain Inspection, Packers and Stockyards Administration

Directive GIPSA 4790.2 6/6/00

WORKPLACE VIOLENCE PREVENTION AND RESPONSE

1 PURPOSE
This Directive transmits the Grain Inspection, Packers and Stockyards Administration's
(GIPSA) policy and procedures for preventing workplace violence and responding to
incidents of workplace violence.
2. POLICY
Harassing, threatening, or violent behavior at GIPSA is unacceptable.
GIPSA is concerned about and committed to our employees’ safety and health. Violence or the
threat of violence, by or against any GIPSA employee, is unacceptable. GIPSA will make every
effort to prevent violent incidents from occurring. Preventing workplace violenceis a
responsibility shared by al employees.

In order to prevent workplace violence from occurring, GIPSA will not tolerate.

a Violence, intimidation, or other threatening behavior.

b. Written or oral threats of violence.

C. Gestures or other action which communicate a direct or implied threat of
physical harm.

d. Possession, use, or threat of use of afirearm or other deadly weapon.

Each act of violence, threatening, intimidating, or other threatening behavior is taken serioudly.
Such actions may result in removal from the workplace, disciplinary action, or criminal action,
depending on the situation. Any employee who observes these actions must immediately report
thisinformation to a supervisor or manager for remedial action.
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BACKGROUND

a

Workplace violence can be any act of physical violence, threats of physical
violence, harassment, intimidation, or other threatening disruptive behavior that
occurs at the work site. Workplace violence can affect or involve employees,
vigitors, contractors, and other non-Federal employees.

A number of different actions in the work environment can trigger or cause
workplace violence. It may even be the result of non-work-related situations such
as domestic violence or "road rage." Workplace violence can be inflicted by an
abusive employee, a manager, supervisor, co-worker, customer, family member, or
even astranger. Whatever the cause or whoever the perpetrator, workplace
violence is not accepted or tolerated.

However, there is no sure way to predict human behavior and, while there may be
warning signs, there is no specific profile of a potentially dangerous individual.
The best prevention comes from identifying any problems early and dealing with
them. The Employee Assistance Program (EAP) serves as an excellent,
confidential resource available to al employees to help them identify and deal with
problems.

Whileit is everyone's responsibility to be aert for and to report potentia
workplace violence problems, supervisors and managers have added
responsibilities for prevention, assessment, reporting, and response.

It is GIPSA's policy that every customer and employee be treated fairly and
equitably with dignity and respect. This policy applies not only to how you as an
employee should act, but a'so how you deserve to be treated by others.

RESPONSIBILITIES

It is up to each employee to help make our workplace safe. It is managements
responsibility to provide a safe working environment by having preventive measuresin
place and, if necessary, by dealing immediately with threatening or potentially violent
situations that may occur. Supervisors and managers must respond to inappropriate
behavior by their employees and customers. They must aso provide information and
training to employees on workplace violence and implement effective security measures.

a

Administrator/Deputy Administrator Responsibilities are:

(1)  Assure aworkplace violence prevention and response program is in place.
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(2)
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Assure workplace violence prevention and response information is

available to all employees.

3)

Assure adequate resources are available for employee training.

Safety and Occupational Health Manager Responsibilities are:

(1)

(2)

3)

(4)
(5)

Serve as coordinator for the workplace violence prevention and response
program.

Receive reports of workplace violence and coordinate the assessment of
the incident and the response to the incident.

Maintain records regarding workplace violence incidents and response to
those incidents.

Provide informational resources and training regarding workplace violence.

Notify National Council President of workplace violence incidents.

Manager and Supervisor Responsibilities are:

(1)
(2)

3)
(4)
(5)

(6)

(7)

(8)

Inform employees of workplace violence policies and procedures.

Respond to potential threats and escalating situations by utilizing proper
resources and following the GIPSA assessment and response procedures.

Secure their own safety and the safety of their employees,
Check prospective employee's backgrounds prior to hiring.

Periodically assess the potential for workplace violence and take remedial
action to reduce the risk of violence.

Inform employee of Employee Assistance Program (EAP) services and
benefits of Office of Workers Compensation Programs (OWCP).

Grant administrative time for attending Employee Assistance Program
(EAP) counseling sessions.

Grant reasonable amount of administrative time to employeesin reaction to
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incidents of violence.

d. Employee Responsibilities are:

D Knowing and understanding the GIPSA policy regarding workplace
violence.

2 Reporting any verbal, written, or physical threats, acts of violence, or any
disruptive behavior to their supervisor.

(©)) Not confronting individuals who are a threat.

4 Securing their safety and the safety of coworkers.

(5) Be aware of Employee Assistance Program (EAP) services and benefits of

the Office of Workers Compensation Programs (OWCP).

5. REPORTING, ASSESSING, AND RESPONDING TO WORKPLACE VIOLENCE

a Reporting Incidents of Workplace Violence.

(1)

All employees must report each act of violence, threatening, intimidating,
or other threatening disruptive behavior to their supervisor. Consider al
threats asreal. Also, refer to FGIS Program Directive 9070.6, Reporting
Violations of the U.S. Grain Standards Act and the Agricultural Marketing
Act of 1946, regarding reports of assaults.

When reporting the incident, include the following information in the
report:

@ Name of the perpetrator/instigator, if known.

(b) Names of witnesses who observed the incident.

(c) Name of the target of the threat or violent act.

(d) A description of what happened.

When reporting an incident, provide specific and detailed information.

Include the date and time the incident occurred. If known, include the
events that led up to the incident.
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If imminent danger exists, immediately secure your own safety and the
safety of the target if you can do so without endangering yourself or
others.

2 Supervisors receiving the report of an incident must document the incident
as the report was received and Immediately forward this information to
their supervisor and to the Safety and Occupational Health Manager.

Assessing Incidents of Workplace Violence.

The Safety and Occupational Health Manager coordinates the threat assessment
process when the report is received.

Determining the seriousness of aviolent or potentially violent situation and how to
best intervene is the basis of a threat assessment. A threat assessment team will
provide guidance to local supervisors regarding how to respond to the situation to
protect employees.

Members of athreat assessment team will vary depending on the situation.
Possible members of the team include:

D Management

2 Employee Relations Specialist

3 Safety and Occupational Health Manager
(4)  EEOICivil Rights Staff

(5) Union Representative (when bargaining unit employees are affected or,
potentially affected)

(6) Employee Assistance Program (EAP) Counselor
@) Law Enforcement Officias

@ Federal Protective Service (FPS)

(b) Office of Inspector Genera (OIG)

(c) Loca Police
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(8) Office of the Generad Counsal (OGC)

Effective protection to employees at risk requires immediate assessment of the
situation. Threat assessment teams will evaluate the risk of the threat. The
approach and timing for these evaluations will depend on the circumstances of the
Situation.

The threat assessment team will provide administrative guidance to the affected
management for responding to the reported situation.

Responding to Incidents of Workplace Violence.

Local management is responsible for implementing the suggested administrative
guidance received from the threat assessment team. Questions regarding
implementation are directed to the threat assessment team.

The Safety and Occupational Health Manager is responsible for monitoring the
effectiveness of the threat assessment and the administrative response.
Monitoring activities include weekly or monthly checks with management at the
affected office to determine if the violence or threat of violence has diminished.
The Safety and Occupational Health Manager will determine when an incident is
resolved and monitoring is no longer required.

6. RECOVERING FROM A WORKPLACE VIOLENCE EMERGENCY

a

The GIPSA workplace violence prevention program is a proactive program for
detecting and preventing violent incidents in the workplace. However, violent
incidents may occur even with this program in place. For this reason, we must also
be prepared to recover from an incident if it does occur. This section provides
information for understanding and responding to the emotional, physical,
organizational, and other needs that are present after aviolent event.

The surviving victims of workplace violence, the eyewitnesses to the event, the
people related to the victims, witnesses or suspects, and GIPSA as an entity are
disrupted when a violent incident occurs. Recovering after an incident depends on
what kind of careis delivered by those who respond to the need for help.

When violent incidents occur, it is essentia to provide crisis intervention and
counseling assistance within the first 24 to 72 hours in order to respond quickly
and appropriately to the medical and psychological needs of employees. Use of
the Employee Assistance Program (EAP) is recommended.
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(1)
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How Traumas Affect Employees.

Following a violent incident, employees experience three stages of crisis reactions
to varying degrees:

(2)

(@

(b)

(©)

Stage One. In this stage, the employee experiences emotional
reactions characterized by shock, disbelief, denial, or numbness.
Physicaly, the employee experiences shock or a fight-or-flight
survival reaction in which the heart rate increases, perceptual senses
become heightened or distorted, and adrenaline levels increase to
meet area or perceived threat.

Stage Two. Thisistheimpact stage where the employee may feel a
variety of intense emotions, including anger, fear, grief, confusion,
helplessness, guilt, depression or withdrawal. This stage may last a
few days, afew weeks, or afew months.

Stage Three. Thisisthe reconciliation stage in which the employee
tries to make sense out of the event, understand its impact, and,
through trial and error, reach closure of the event so it does not
interfere with his or her ability to function and grow.

While it is difficult to predict how an incident will affect a given individud,
severa factors influence the subjective intensity of trauma. These factors
include:

(@
(b)
(©)

(d)

(€)

The duration of the event
The amount of terror or horror the victim experienced

The sense of personal control (or lack thereof) the employee had
during the incident

the amount of injury or loss the victim experienced (i.e., loss of
property, self-esteem, physical well-being, etc.).

Other variables include the person's previous victimization

experiences, recent losses such as the death of afamily member,
and other intense stresses.
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3 After aviolent or traumatic event has occurred, there are immediate
procedures that must be put into place to address certain questions and
needs.

@ Determine the immediate safety of the workplace.

=

Secure work areas
2 Evacuate employees

(b) When appropriate, notify local authorities [medical, fire, and
police].

(c) Notify the chain of command.

(d) Determine if there are people to be notified who are external to the
organization such as family members.

(e) L ocate any equipment that needs to be utilized to handle the crisis
such as computers to access employee records, cellular phones, first
aid, etc.

) Gather information on the incident.

Who are the witnesses.

=

2 Were pictures taken.
3 What are the local authorities investigating.

(9 Determine if there are public relations concerns. Contact Public
Affairsto control information and reporters

(h) Show employees and customers that the Agency cares about them.
Management Responsibilities.
Supervisors and managers play acritical role in responding to the immediate and
long-term needs of employees. The following suggestions are provided for

supervisory staff in handling employees after aviolent event:

@ Be senditive to invisible or emotional injuries.
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2 Observe the ripple effect of the event because the range of those affected
typicaly grows.

(©)) Ensure the employee is not always isolated.
4 Control media access to employees.
(5) Do not joke about the event.
(6) Do not trivialize the event because it could have been worse.
@) Seek help through the Employee Assistance Program (EAP).
Employee Responsihilities.
There are a number of things employees can do to help themselves get through a
traumatic event, particularly if they are victims. In addition to availing themselves
of any assistance offered through GIPSA programs, these ideas may help with the
management of physical and emotional effects.
@ Diet and exercise.
2 Eat balanced meals.
(€)) Keep stimulants to a minimum.
4 Do not use alcohol and drugs to cope.
(5) Exercise regularly after the first 24 hours following the incident.
(6)  Sleep.
1 Maintain a normal schedule.

2 Use relaxation techniques to help fall asleep.

@) Talk.
1 Use socia support systems.
2 Talk about the incident.
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James Baker
Administrator

Attachments

(8)

(9)

Life-style.

1

Set redlistic expectations.

2 Maintain a normal schedule.

3 Avoid boredom.

4 Don't fight flashbacks.

5 Take time to do enjoyable things.

Get outside help when needed.

1 Seek medical assistance.

2 Plan for your safety.

3 Obtain counseling for trauma/stress.

4 Obtain referrals to community facilities
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Attachment 1

TIPS FOR PREVENTING WORKPLACE VIOLENCE

Treat coworkers and customers with dignity and respect.

Communicate effectively.

M onitor and modify the work environment to reduce stress.

Develop and improve skills to manage conflict,

Don't encourage actions that could be perceived as threatening or violent.

Take all threats serioudly.

Report and encourage others to report threatening or violent behavior to a supervisor.

Respond immediately to threats or violence.

Use the Employee Assistance Program (EAP) as aresource.

Update the Occupant Emergency Plan (OEP) to include emergency procedures.
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Attachment 2

RESOURCES AND CONTACTS REGARDING WORKPLACE VIOLENCE

GIPSA Safety and Health Office 202-720-0244
Employee Assistance Program 800-222-0364
Office of the Inspector Generd 888-620-4185
Federal Protective Service [Attached]

INGIPSA Homepage:

Goto:  Safety & Health
Goto:  Workplace Violence Prevention
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Attachment 3

Federal Protective Service Offices

Washington, D.C. Metropolitan area
Washington, DC 20407

202-690-9632

Connecticut, Maine, M assachusetts,
New Hampshire, Vermont,

Rhode Idand

Boston, NU

617-565-5776

Delaware, Maryland and Virginia
(except Washington, D. C,
Metropolitan area), Pennsylvania,
West Virginia

Philadelphia, PA

215-656-6043

Colorado, Montana, North Dakota,
South Dakota, Utah, Wyoming
Denver, CO

303-236-5869

lowa, Kansas, Missouri, Nebraska
Kansas City, MO
816-926-7025

Arizona, California, Hawaii,
Nevada

San Francisco, CA
415-744-5090

New Jersey, New York, Puerto
Rico, U.S. Virgin Idands

New York, NY

212-264-4255

Alabama, Florida, Georgia,
Kentucky, Mississippi, North
Carolina,

South Carolina, Tennessee
Atlanta, GA

404-331-5132

[llinais, Indiana, Michigan,
Minnesota, Ohio, Wisconsin
Chicago, EL

312-353-1496

Arkansas, Louisiana, New Mexico,
Oklahoma, Texas

Fort Worth, TX

817-334-3 559

Alaska, Idaho, Oregon,
Washington

Auburn, WA
206-931-7529



