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Subj: THREATS AND VI CLENCE I N THE WORKPLACE

Encl: (1) NAVSUBSCOL Policy Statenment on Violence and Threats
of Violence in the Wrkpl ace

1. Purpose. To set forth this command's policies and procedures
for dealing with individual violence or threats of violence in

t he workplace. This does not include crisis situations arising
froma natural disaster or mass destruction, which are covered by
ot her directives.

2. Coverage. This instruction applies to all enpl oyees of
NAVSUBSCOL, including its Field Ofices, and in any workspace
occupi ed by NAVSUBSCOL enpl oyees.

3. Information. Violence and threats of violence in the

Aneri can wor kpl ace have increased at an unprecedented rate over
t he past decade. While such incidents may occur nore frequently
in sonme work settings than in others, researchers report that no
wor kpl ace is imune. Accordingly, the follow ng policies and
procedures are established to respond to acts of violence or
threats of violence at NAVSUBSCOL and its Field Ofices.

4. Preventive Measures. Managenent can avoid sone potentially
violent incidents in the workplace by strict adherence to
policies already set in place. These policies include:

a. Security Procedures. The Departnent of Defense
identification badge of a civilian enpl oyee who term nates
enpl oynent, either voluntarily or involuntarily, wll be
retrieved by the first line supervisor or other appropriate
official. It is also NAVSUBSCOL policy that wi ndshield vehicle
decal s issued as a result of civilian enploynment shall be renoved
upon term nation of enploynment. Departnent Heads are responsible
for ensuring that these actions are acconplished before the close
of the enployee' s | ast workday.



NAVSUBSCOLI NST 5354. 5

b. Identification of potentially violent enployees.
Supervisors nmust rermain alert to noticeable changes in enpl oyees
behavi or, work habits, attitude, health, etc. that nay be
i ndi cative
of increased stress and/or deteriorating nental health. Al though
there is a natural reluctance to discuss issues of personal
behavi or, such probl ens shoul d be addressed as soon as they
surface.

In al nost all docunented cases of violence in the workplace,
managers and co-workers noticed behavioral changes that indicated
a need for professional intervention. Behavioral synptons which
|l ead to violence at work do not di sappear; supervisors who wait
for an of fendi ng enpl oyee to "change" or voluntarily | eave the
job do so not only at their own risk, but also that of co-

wor kers, custoners, and even famly nenbers. Were such changes
i npact performance and/or work relationships, and particularly
when behavi or has becone disruptive, the supervisor should
counsel the enployee, and offer assistance through an appropriate
Cvilian Enpl oyee Assistance Program (CEAP). Supervisors are
encouraged to seek early advice and assistance fromtheir

supervi sor, Departnent Heads, or other senior official in the
chain of command, to determ ne the nost appropriate approach in
such situations.

c. Referral of enployees to counseling. Departnent Heads
w Il ensure that enpl oyee assistance program services are
avai |l abl e to enpl oyees under their cognizance. Supervisors shal
ensure that information on CEAP is pronminently posted in work
spaces and shall informnew enpl oyees of the availability of the
program Contact with CEAP counselor is confidential and
i nformati on concerning contact with a CEAP counsel or is not
rel eased without the express witten perm ssion of the enpl oyee.

5. Threats of violence. NAVSUBSCOL has a zero tol erance policy
towards threats of violence, intimdation, and harassnent in the
wor kpl ace (enclosure (1)). This includes threats against the
safety and wel | -bei ng of enpl oyees, nenbers of their famlies,
custoners, suppliers, contractor personnel, and visitors to the
command. All threats will be taken seriously including threats
occurring in the workplace as well as those resulting from worKk-
rel ated events. 1In the event of a threat of violence at
NAVSUBSCOL, responsibilities are assigned as follows:
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a. Victimof threat. An enployee who receives a threat
agai nst hi s/ her personal safety, or that of his/her famly, or
hears a threat directed against an individual in NAVSUBSCO.L work
spaces, shall imrediately report the threat to his/her
supervisor. The enpl oyee shall provide the nanme, if known, and
present |ocation of the individual meking the threat, the
specific nature of the threat, and the enpl oyee's assessnent of
the alleged threatening person's (perpetrator) ability to carry
out the threat. |[If the imedi ate supervisor is not avail abl e,
the enpl oyee shall report the incident to the next supervisor in
the chain of command who is avail abl e.

b. Supervisor. The supervisor shall determ ne the
appropri ate response based on his/her assessnment of the
situation. In making such an assessnent, the supervisor shal
consider the follow ng factors:

(1) The reaction of the threatened enpl oyee, i.e. was
the threat taken seriously?

(2) The threatened enpl oyee's apprehension of harm i.e.
does the enpl oyee believe that the threat may actually be carried
out ?

(3) The intent of the perpetrator. Ws the threat nade
in a joking, casual manner? |Is this the kind of remark typica
of the perpetrator's everyday behavior? |s s/he a known
"j okester"?

(4) Any conditional nature of the threatening
statenents: e.g. "Unless you give ne the day off, I'"mgoing to
hurt you."

(5) The attendant circunstances in which the threat was
made, e.g., the tine, location, other people around, the history
(if any) of the perpetrator, the perpetrator's ability to carry
out the threat, a particular situation to which the perpetrator
i's respondi ng, was there provocation, etc.

(6) If the supervisor determnes that a threat of
vi ol ence has been made, the cognizant Security Departnment will be
notified and assi stance requested. The supervisor shall then
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direct all threatened persons, including other enployees,
custoners, visitors, etc. away fromthe site and to a safe area.
The supervisor shall report the incident via chain of command as
soon as possi bl e.

(7) The supervisor or his/her designee wll neet
Security Personnel and direct themto the | ocation of the
perpetrator. Once Security Departnent officials are on board,
t hey assunme command of the situation and NAVSUBSCOL personnel
will follow Security Departnent directions.

(8) As soon as practicable, the supervisor shall obtain
a witten statenent fromthe threatened enpl oyee(s) and ot her
W tnesses detailing the nature of the threat, the nane of the
perpetrator, and attendant circunstances. The supervisor shal
present an oral report to the Commanding Oficer/OC, via the
chain of command, as soon as possi bl e.

6. Incidents of violence. An incident of violence occurs when
an enpl oyee, custoner, supplier, contract personnel, or visitor
of HROis assaulted or battered in the workplace, or as a result
of work-related events, and there is resultant physical harm

Cases of sinple battery, i.e. the offensive touching of one
i ndi vi dual by another w thout physical harm w1l be handl ed
using the procedures outlined in paragraph 5. 1In the event of a

vi ol ent incident at NAVSUBSCOL, responsibilities are assigned as
fol | ows:

a. Victim An enployee who is the subject of workpl ace
rel ated viol ence shall take only such actions as are necessary to
escape to a safe location. Enployees are specifically prohibited
fromresponding to violence with violence including attenpting to
subdue or disarma perpetrator, or detaining the perpetrator in
any way. Once a victimis safe, s/he should call for help or
ot herwi se signal that help is needed. S/ he shall notify the
supervi sor as soon as s/he is able.

b. OQher enployees. 1In the event that an act of violence is
bei ng perpetrated agai nst any individual in NAVSUBSCCL
wor kspaces, all NAVSUBSCOL enpl oyees are responsible for
notifying the nearest supervisor of the incident as soon as they
beconme aware of it. |If no supervisor is available, the enpl oyee
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shall call the Security Departnent and request their inmediate
assi stance. An enployee should only render assistance to a
victimif assistance can be given without jeopardy to the

assi sting enpl oyee.

c. Supervisor. Upon notice of an incident or workpl ace
vi ol ence, the supervisor shall:

(1) imediately request assistance fromthe cogni zant
Security Departnent;

(2) attenpt to direct all personnel, including any
visitors or bystanders, away fromthe perpetrator until the
Security Departnent arrives;

(3) neet or arrange for the NAVSUBSCOL enpl oyee to
nmeet Security Departnent officials to identify the perpetrator
Upon arrival, Security Departnent officials will assunme comrand
of the situation and NAVSUBSCOL personnel will follow their
direction until the incident is resolved.

A. O LOTRI NG



NAVSUBSCOL
POLI CY STATEMENT
ON
VI OLENCE AND THREATS OF VI OLENCE
| N THE WORKPLACE

1. Violence and threats of violence are becom ng increasingly

common in the American workplace. W are fortunate that it has
not occurred at NAVSUBSCOL, and there is no reason at this tine
to believe that it will. Nevertheless, it is both appropriate

and tinely to issue command policy on violence and threats of

vi ol ence in the workpl ace.

2. Policy. Al enployees have the right to work in an

at nosphere free fromviolence or the threat of violence. Threats
cannot and will not be ignored. Violence and threats of viol ence
agai nst enpl oyees, nenbers of an enployee's famly, or other

wor kpl ace rel ated persons will be taken seriously and will result
in appropriate disciplinary action, up to and including renoval.

4. Action. Al enployees at NAVSUBSCOL are responsible to avoid
maki ng threats or engaging in acts of workplace viol ence.

Enpl oyees who experience any difficulty coping with either work-
related or personal matters are rem nded that confidenti al
counseling is avail able through the Enpl oyee Assi stance Program
Enpl oyees are encouraged to obtain the phone nunber of the

cl osest programofficial fromtheir supervisor, or fromtheir
official bulletin board.

5. This policy remains in effect until superseded.

A. O LOTRI NG
Captain, U S. Navy
Commandi ng O ficer

vilians

Di stribution:
Al C
Al Civilian Bulletin Boards

Encl (1)



