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I. Application

All employees (classified or unclassified), while on official state business or while engaged in activities related to work of the Department of Labor & Economic Growth (department).

II. GENERAL INFORMATION

The department is committed to promoting a safe environment for its employees.  This policy informs employees, customers and the general public of the department’s commitment to workplace safety.  Employees are formally notified that they have the right and responsibility to communicate their concerns about workplace safety issues to appropriate levels of supervision and, if necessary, higher levels of agency management.  

III. STATEMENT OF POLICY

The Department of Labor & Economic Growth will not allow actual or threatened violence while on official state business or while engaged in activities related to work.  Physical violence or acts of threatening behavior are strictly prohibited.  Employees, customers and the general public are expected to treat others with dignity and respect.  Any employee who engages in an act of physical violence or threatening behavior should not expect to maintain privacy in those areas that need to be investigated.  Reported threats of violence may result in a search of the employee’s work area, personal possessions or vehicle, as allowed by law.  Violations of this policy or of related department work rules will result in disciplinary action, up to and including dismissal.

Violence is manifested in many forms.  Although it is not possible to address all conceivable violent situations, there are specific situations that call for different methods of response.

Prohibited threatening behavior includes but is not limited to:

(
Carrying or displaying a weapon or other hazardous items.

(
Engaging in any threatening or assaultive behavior directed toward another individual or causing or urging others to engage in such activity.

(
Engaging in behavior which would cause a reasonable person to feel terrorized, frightened, intimidated, harassed or molested.

(
Any threat to do harm to another person or to destroy property.

IV. DEPARTMENT RESPONSIBILITY

BUREAU/OFFICE DIRECTORS – In order to quickly and appropriately respond to major violence and threats of violence, each Bureau/Office shall designate a Workplace Safety Coordinator and inform their employees.  Workplace Safety Coordinators shall be provided with applicable training to enable them to fulfill that role.

INVESTIGATIONS – All investigations involving employees must be coordinated with the Office of Human Resources.  Union contract disciplinary and investigatory provisions shall be followed where applicable.

OFFICE SECURITY – Building security measures are an important aspect of providing employees with a safe and secure work environment.  Managers shall review annually with their employees emergency procedures to ensure that building security and emergency procedures are available and current.  When several bureaus are located in one building, building security issues will be coordinated.  As part of each Bureaus orientation, the managers will review these procedures with the new employees. The Office Services Division will keep a current list of emergency contacts for each work location.

EMPLOYEE AWARENESS – Employee education and training are important aspects in promoting workplace safety.  Employees will be provided information regarding the Civil Service/DLEG rules and policies on workplace safety.   

V. EMPLOYEE RESPONSIBILITY

Employees have a duty to report any act or perceived act of violence or threatening behavior, committed while on official state business or while engaged in work related activities.  Any employee who witnesses an incident of violence, or threatening conduct must promptly report the incident to his/her immediate supervisor, the designated Workplace Safety Coordinator, or the Labor Relations Manager, Office of Human Resources 

VI. CIVIL SERVICE PROGRAM

The Department of Civil Service, Employee Services Division, provides an employee assistance program.  Employees experiencing distress from personal or work related problems are encouraged to utilize this program.

The Department of Civil Service also provides a Traumatic Incident Stress Management (TISM) program to assist employees through participation in specialized group debriefings.  Employees who have been traumatically affected by an act of workplace violence or threatening behavior are encouraged to participate in TISM services.  Initiating and implementing TISM services can be done through the Office of Human Resources
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