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STATE OF CONNECTICUT

OFFICE OF POLICY AND MANAGEMENT

Office of Labor Relations

August 4, 1999

General Notice No. 99-05

TO:
Agency Heads and Labor Relations Designees
SUBJECT:
Workplace Violence Policy

Attached is a copy of a policy concerning workplace violence and prohibiting weapons and dangerous instruments in the workplace. The policy is effective immediately and was prepared at the direction of the Governor. It supersedes any existing Agency policy.

The policy is consistent with what has been called a “Zero Tolerance” approach. Violence or the threat of violence by or against any employee of the State of Connecticut is unacceptable and will subject the perpetrator to serious disciplinary action and possible criminal charges. There is no such thing as a “joke” when dealing with this subject. It is not funny when employees speak about “going postal”, “getting” another employee or anything remotely similar. 

The State of Connecticut is committed to providing its employees a reasonably safe and healthy work environment, free from intimidation, harassment, threats and/or violent acts. According to the National Institute for Occupational Safety and Health (NIOSH), workplace violence is defined as:

“any physical assault, threatening behavior or verbal abuse occurring in the work setting. It includes, but is not limited to beatings, stabbings, suicides, shootings, rapes, near suicides, psychological traumas such as threats, obscene phone calls, an intimidating presence, and harassment of any nature such as being followed . . ..”

The worksite is any location, either permanent or temporary, where an employee performs any work-related duty. This includes but is not limited to the buildings and the surrounding perimeters, including the parking lots. It includes all state-owned and leased space, including vehicles, and any location where state business is conducted.

The policy is part of an Executive Order that was signed by the Governor and applies to all state employees in the Executive Branch, which is also attached. Customize this policy by adding agency specific information (relevant names and phone numbers) and printing it on agency letterhead paper. You should distribute the policy to all employees as well as posting it in prominent places throughout your agency. Distribution can be accomplished through hard copy, e-mail or any method or combination of methods designed to ensure that all state employees are aware of the policy. You should also make it part of your orientation package for new employees. 

The State is in the process of developing a manual detailing a number of aspects of this issue. A training program will be implemented by the Department of Administrative Services so that agency Human Resources staff will be informed of the various aspects of this important subject. The manual should be distributed shortly.

All agencies must act to stop inappropriate behavior and reports of incidents must be taken seriously and dealt with appropriately. Individuals who commit such acts of inappropriate behavior may be removed from the premises. Any weapon or dangerous instrument at the worksite will be confiscated and there is no reasonable expectation of privacy with respect to such item in the workplace.

The following approaches are suggested when dealing with workplace violence situations.

Emergencies:

1. Call 9ll and internal security.

2. Staff should notify Agency Human Resources office.

3. Human Resources staff should notify the Agency head, who will notify the Governor’s Office.

4. Human Resources staff should assess immediate risk.

5. Take appropriate action to ensure the safety of all employees. Following the emergency, take action to determine next steps.

6. Human Resources staff member will immediately begin the process of investigating the incident. Interviews will be conducted as with any other investigation, including with the alleged perpetrator. Statements should be taken where appropriate. The alleged perpetrator may be placed on paid administrative leave during the process if the incident is sufficiently serious to invoke Reg. §5-240-5a.

7. Human Resources staff member will meet with the Manager of the employee and other appropriate individuals to conduct a risk assessment and determine what steps should be taken to deal with the situation. The Agency head should be kept informed of the status of the matter at all times. The Office of Labor Relations is available to provide advice and counsel in this area and should be contacted for assistance.

8. If discipline is contemplated, the predisciplinary requirements of the Regulations, contract and/or Loudermill decision must be complied with, as appropriate. 

9. The Employee Assistance Program (EAP) should be offered as an option to the employee, as appropriate. The Agency should utilize the services of EAP for other employees or organizational issues, as appropriate.

Non-emergencies (threatening or hostile situations):

1. When an incident occurs, it must be reported to the Human Resources Office of the Agency within forty-eight (48) hours of its occurrence.

2. Human Resources staff member should notify the Agency head.

3. Human Resources staff member will immediately begin the process of investigating the incident. Interviews will be conducted as with any other investigation, including with the alleged perpetrator. Statements should be taken where appropriate. The alleged perpetrator may be placed on paid administrative leave during the process if the incident is sufficiently serious to invoke Reg. §5-240-5a.

4. Human Resources staff member will meet with the Manager of the employee and other appropriate individuals to conduct a risk assessment and determine what steps should be taken to deal with the situation. The Agency head should be kept informed of the status of the matter at all times. The Office of Labor Relations is available to provide advice and counsel in this area and should be contacted for assistance.

5. If discipline is contemplated, the predisciplinary requirements of the Regulations, contract and/or Loudermill decision must be complied with, as appropriate. 

6. The Employee Assistance Program (EAP) should be offered as an option to the employee, as appropriate. The Agency should utilize the services of EAP for other employees or organizational issues, as appropriate.

7. Take action to help ensure that the likelihood of future incidents will be lessened.

Employees with questions about this policy and procedure should contact their Agency Human Resources Office. Questions from Agency Personnel Officers may be addressed to the Office of Labor Relations at 418-6447. 

____________________________

Linda J. Yelmini

Director of Labor Relations

 (To be printed on Agency letterhead)

State of Connecticut

Violence in the Workplace Prevention Policy

Issued by Governor John G. Rowland

August 1999
The State of Connecticut adopts a statewide zero tolerance policy for workplace violence. 

Therefore, except as may be required as a condition of employment(
· No employee shall bring into any state worksite any weapon or dangerous instrument as defined herein.

· No employee shall use, attempt to use, or threaten to use any such weapon or dangerous instrument in a state worksite. 

· No employee shall cause or threaten to cause death or physical injury to any individual in a state worksite. 

Weapon means any firearm, including a BB gun, whether loaded or unloaded, any knife (excluding a small pen or pocket knife), including a switchblade or other knife having an automatic spring release device, a stiletto, any police baton or nightstick or any martial arts weapon or electronic defense weapon.

Dangerous instrument means any instrument, article, or substance that, under the circumstances, is capable of causing death or serious physical injury.

Any weapon or dangerous instrument at the worksite will be confiscated and there is no reasonable expectation of privacy with respect to such items in the workplace.

Violation of the above reasonable work rules shall subject the employee to disciplinary action up to and including discharge.

Any employee who fears for their personal safety or for the safety of others should contact building security at    (phone)  for situations that require immediate attention or call police at 911.

Contact your supervisor or the Human Resources office,   (name)___ at    (phone)   for emergency and non-emergency situations.

Phone:  (860) 418-6447    Fax:  (860) 418-6491

450 Capitol Avenue-MS# 53OLR, Hartford, Connecticut  06106

