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Safety Subject 
 

Violence in the 
Workplace 

 
• Significant changes in behavior, performance or appearance are some of the 

red flags 
• Any occurrences of violence should be reported immediately to your supervisor 

so that potentially threatening employees may be referred to the County’s 
Employee Assistance Program 

• Know your emergency response procedure in case of a workplace violence 
incident 

• Review the Wood County “Violence in the Workplace” policy 
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Types of
Violence in the Workplace

Type I External to
company

Criminal (Robber,
rapist, carjacker,
arsonist etc.)

Type II External, but
business-related

Customer or client

Type III Internal to
company
(Employee to
employee violence)

Employee issues
within the
organization  May
include former
employees

Type IV Personal
Relationship

Current or past
romantic
involvement*

*Please note that “involvement” may be real or perceived to be real
by the perpetrator
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 Violence in the Workplace Overview
 

 Description  Risk Factors  Early Warning Signs  Prevention Keys
 TYPE I
 
 External
criminal activity
 

•  Exchange of $ with the
public

•  Employees working alone
•  Predominately female

workforce
•  Working late
•  Working in high crime

areas
•  Guarding valuables
•  Poor environmental design
 

•  Increase in crime in the
area

•  Incidents in similar
industry or workplace

•  Employee concerns
•  Special/unique conditions

- time of year, local
activities

•  Graffiti
 

 Pro-active security and audit
•  External lighting
•  Minimum Cash - so

stated
•  Drop safes
•  Silent alarms - doors

locked
•  Surveillance cameras
•  Bullet proof barriers
•  Operational changes to

limit vulnerability
 

 Description  Risk Factors  Early Warning Signs  Prevention Keys
 TYPE II
 
 External assault
from clients or
customers

•  TYPE I risk factors
•  Collection activities
•  Problem resolution

departments
•  Major change in product

or company policy that
affects customer

•  Contact with angry or
frustrated public

•  Increase in customer
complaints

•  Increase in complaints
with products or service

•  Employee fear statements
•  Security breaches
•  “Close calls”

•  Pro-active security
•  Controlled access to

facilities
•  Customer service training
•  Conflict resolution skills
•  Pro-active public

announcements
•  Community service and

action
•  Improved perceptions and

image
•  Problem solving team

Description Risk Factors Early Warning Signs Prevention Keys
TYPE III

Internal
employees,
supervisors or
work related

•  Type II risk factors
•  High stress environment
•  Little control over

decisions at work
•  Autocratic management

style
•  Fear of losing job, layoffs,

economic peril
•  Radical organizational

change
•  Major life change event(s)
•  Labor v. management

tension
•  Substance abuse
•  Negligent hiring and

retention

•  Expressions of open anger
and/or frustration

•  Intimidating behavior
•  fights
•  Actual or implied threats
•  Changes in behavior,

performance or
appearance

•  Perception gaps
•  Increased grievance

activity
•  Increase in absenteeism,

tardiness or job turn-over
•  Person with history of

violent behavior
•  References to/access to

weapons
•  Feelings of victimization

or oppression
•  Victim of domestic abuse
 

•  Top management & labor
partnership

•  Pro-active risk assessment
•  Organization-wide

participation & support
•  Zero tolerance policy
•  Crisis plan / Crisis team
•  Hiring, retention &

termination system(s)
•  Awareness training
•  Skills & policy training
•  Recognition system
•  Participative management

style
•  Stress management
•  Employee involvement

and opportunity to voice
concerns
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 Description  Risk Factors  Early Warning Signs  Prevention Keys
 TYPE IV
 
 Personal
 Relationship
 (perceived or
real)

•  Sexual harassment work
atmosphere

•  Phone contact only
settings

•  Inner office relationships
and subsequent break-ups

•  Marital break-ups
•  “Star” element in the

workplace (Movie, TV,
print, Music)

 

•  Obsessive interest
•  Over reliance on

relationship for emotional
support

•  Domestic abuse
•  Letters, voice mail, in

person expressions of
“fatal attraction”

•  Flowers, gifts to the
workplace from admirers

•  Employees out of work
area to constantly visit
target of perceived
relationship

•  Stalking behaviors
•  Excessive workplace visits
•  “Shrine” like displays in

the work area to loved one
or target of perceived
relationship

 
 

•  Awareness and early
intervention

•  Reporting & training for
employees

•  Support through EAP for
emotional break-ups

•  Management awareness of
retraining orders

•  Police involvement in
stalking behaviors

•  Prompt investigation of
harassment

•  Control over employee
and visitor traffic

•  Verification and
awareness  of grapevine
information

•  Training on harassment
issues for all employees

•  Confidential referral
system of issues related to
harassment
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Your Security
Hopefully, you will never be a
victim of a crime and will never
even have to witness a crime.
But if a crime has been
committed, you may be able to
help prevent it from happening
again Ñ if you can give police
some clues to help them catch
the criminal.

During a crime, observe any
details you safely can.  Look for
distinguishing characteristics so
you can describe the suspect.

Some retail businesses have
height charts on the walls to help
with height estimates for
robbers.  You can also use
another reference point, such as
noting if the robberÕs belt buckle
is even with the top of the
counter.

Make it a habit to note the year,
make and model of any vehicle
you ride in.  This information
could help catch a suspect in the
case of a crime such as an
assault.  When riding in a taxi,
ask the driver his name and use
it in conversation.  The driverÕs
license and photo identification
should be visibly displayed.
When taking public transit such
as a bus, note the vehicle number
and the driverÕs name.

If you are kidnapped or
assaulted, touch everything you

can in your
surroundings.  Your
fingerprints in a
vehicle or a
building may help
police to solve the
crime.

If you come upon
a crime scene Ð
such as finding
your home or
workplace has
been
burglarized Ð
donÕt touch
anything.  Get
to a safe place
and call the
police.  Let the
police examine
the scene first.
DonÕt start
cleaning up
until they tell
you to do so.

Here is a checklist of
characteristics which might
help identify a suspect:

¥  Height, weight and age
¥  Hair color and style
¥  Eye color and eyeglasses
¥  Sex
¥  Skin color and race
¥  Complexion
¥  Voice, regional accent and
speech patterns
¥  Scars, marks, moles, tattoos

¥  Clothing
¥  Jewelry
¥  Weapon
¥  Vehicle make, model, color
¥  License number
¥  Direction of escape

Hopefully, crime will never touch
your life.  But your observations of a
crime scene and criminal may help
prevent it from happening again.

The information presented in Copy Ready! has been compiled from various sources which are believed to be reliable.  However, it cannot be assumed that all acceptable
measures are contained in this article nor that additional measures may not be required under particular or exceptional circumstances, or your own company procedures, or

by federal, state/provincial and local law.  Copy Ready! is intended for in-house use only — commercial reproduction is a violation of our copyright agreement. 
For a complete catalog of Bongarde Communications Ltd. products please call 1-800-667-9300 or visit us at www.safetysmart.com.

© MCMXCVII Bongarde Communications Ltd.                                                                                        #SS4112

Help Police Identify A Crime Suspect
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Violence in the Workplace Policy 

ORC Chapter 2903 
BCC 97-2707  12/23/97 
BCC 00-1828  8/31/00  Rev. 04-2361, 07-2041, 14-754  

 

I. Wood County will provide and maintain a safe workplace for all employees and 
citizens on County property and prohibits any act of violence, either implied or 
direct. 

A.  No person shall knowingly possess, or have under the person’s control, 
convey, or attempt to convey a  deadly weapon or dangerous ordnance 
onto County property or while performing services for Wood County, unless 
such possession, or use of a weapon, is a necessary and approved job 
requirement.  

B. Any employee or person who threatens or engages in violent behavior also 
violates this policy.  

II. Definitions 

A. Act of Violence:  Any physical action, verbal abuse or threat, whether 
intentional or reckless, that harms or threatens the safety of another 
individual in the workplace including, but not limited to: 

1.   Any physical assault including but not limited to hitting, pushing, 
kicking, holding, impeding or blocking the movement of another 
person. 

2. Verbal or written threats toward persons or property, the use of vulgar 
or profane language towards others, disparaging or derogatory 
comments or slurs, offensive sexual flirtations and propositions, verbal 
intimidation, exaggerated criticism, and name calling. 

3. Derogatory or offensive gestures, posters, cartoons, publications, or 
drawings. 

B. Dangerous Weapon or Ordnance:  Any weapon, device, ordnance, or item 
as defined by O.R.C. 2923.11 and as later amended – Weapons Control 
Definitions. 

C. Violent Behavior 

1. Direct threats of physical intimidation 

2. Implications or suggestions of violence 
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3. Stalking 

4. Possession of weapons of any kind on Wood County property, 
including parking lots, other exterior premises or while engaged in 
activities for Wood County in other locations, or at Wood County 
sponsored events, unless such possession or use is a requirement of 
the job 

5. Assault of any form 

6. Physical restraint, confinement 

7. Dangerous or threatening horseplay 

8. Loud, disruptive or angry behavior or language that is clearly not part 
of the typical work environment 

9. Blatant or intentional disregard for the safety or well-being of others 

10. Commission of a violent felony or misdemeanor on Wood County 
property 

11. Any other act that a reasonable person would perceive as constituting 
an act of violence 

D. Workplace:  All areas where employees perform job related duties 
including all County work areas, whether owned or leased by the County, 
including parking lots, or other places where County employees are 
engaged in Wood County business. This also includes remote worksites, 
as well as County-owned vehicles and personal vehicles on County 
property. 

E. Lock Down:  A method used to secure the building and personnel from 
threats of violence as deemed necessary. 

III. Sources of Violence 

A. Disgruntled Customers/Clients.  A current or former customer, client or 
patient, an individual being transported, a criminal suspect or prisoner 
receiving a service provided by Wood County.  The violence can be 
committed in the workplace, or as with service providers, outside the 
workplace but while the worker is performing a job-related function. 

B. Past and Present Employees.  A current or former employee, a prospective 
employee, a current or former Supervisor or a manager with an 
employment relationship to the workplace. 
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C. Personal Relationships.  An individual who has a personal relationship with 
an employee such as a current or former spouse or partner, a relative or a 
friend who has a personal dispute with the worker and enters the 
workplace to harass, threaten, injure or kill. 

D. Unknown Citizens.  An individual with no legitimate relationship to the 
worker or the workplace who enters the workplace, or off-site duty area, 
usually on the pretense of being a customer to commit a robbery or other 
violent act. 

IV. Types of Violence 

A. Physical Harm to Person.  The intentional infliction of physical harm 
including impairment of physical condition or substantial pain to another 
person, with or without a weapon or dangerous ordnance. 

B. Damage to Property.  Intentional or reckless damage to county or 
employee personal property without permission.  

C. Verbal or Written Threats.  The intentional use of abusive, derogatory, 
threatening, annoying, discriminatory or obscene language to an employee 
either in person, by written communication or by telecommunication. 

D. Threatening Gestures and Behavior.  The intentional use of conduct with 
the purpose of causing another to believe that the offender will cause 
physical harm to the other person or property or  cause mental distress. 

V. Security Measures 

A. Violence-proofing the Workplace 

1. All employees shall receive a copy of this policy upon beginning 
employment with Wood County. 

2. County employees and frequent county vendors shall display 
identification cards during working hours on county property where 
required.  Visitors shall display identification cards if requested. 

3. Appointing Authorities and Department Heads shall predesignate the 
following for all offices and work areas under their jurisdiction in the 
event of an emergency and notify employees of the same:  

1.  a safe room/area in the event of a lockdown;  and  

2. a meeting location in the event of an evacuation. 
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4. Appointing Authorities and Department Heads shall review work areas, 
grounds and common areas to identify and implement security 
improvements. 

B. Notification of Suspicious Behavior 

1. County officials and employees shall immediately report all suspicious 
behavior and acts of violence to their Supervisor or appropriate law 
enforcement agency. 

VI. Emergency Threat Assessment 

A. If the threat of violence is obvious and imminent, the employee 
experiencing or observing imminent violence shall implement the 
appropriate emergency response procedure. 

B.  In all other instances, the employee shall immediately report the incident to 
the Appointing Authority, Department Head or designee who shall evaluate 
the reported behavior or incident to determine whether a potential 
emergency or actual emergency exists. The Appointing Authority, 
Department Head or designee shall determine the necessary action, 
including implementation of the Emergency Response Procedure.  

VII. Emergency Response Procedure 

A. Based on an obvious or imminent threat, designated personnel in each 
building shall determine which emergency response procedure is 
appropriate for the particular infrastructure design (i.e., lock down or 
evacuation). 

1.  Lock Down Procedure  

1. If an emergency warrants a complete lock down, employees will 
activate the office panic button if able, and then employees and 
visitors shall proceed to the designated safe room or area and 
secure all doors within the area. 

2. Personnel shall make an announcement through the PA system 
(each Department Head or designee outside of the Courthouse 
Complex shall instruct staff on this procedure).  If possible, this 
announcement should include the location and type of emergency.  
Once lock down notification has occurred, immediately report the 
emergency by dialing 911. 

3. Employees shall attempt to barricade the entryway to the safe room 
or area, gather items that could be used in defense, take a 
headcount of employees present, and remain in their designated 
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safe room or area until the law enforcement response team 
declares that an emergency no longer exists. 

2. Evacuation Procedure 

1.  In the event of a violent act or imminent threat, and if the Appointing 
Authority, Department Head or designated personnel has 
determined that the infrastructure design facilitates, or the location 
of the incident makes it possible, an evacuation of the building or 
office may take place.   

2. Utilizing available communication methods, designated personnel 
shall notify employees to evacuate.  

3. Following evacuation to a safe area, designated personnel shall 
immediately report the emergency by dialing 911. 

4. A predetermined evacuation plan, along with any updates to the 
plan, shall be communicated to the Commissioners’ Office by the 
Appointing Authority, Department Head, or designated personnel.  
The following shall be included in the evacuation plan. 

i. Method of notification (i.e., all page, code word, etc.) 

ii.  A predetermined exterior safe area for employees and visitors to 
move toward. 

iii. Procedures to account for all evacuated personnel once 
reaching the predetermined safe area. 

iv. Procedures for employees and visitors to distinguish themselves 
as victims to the responding emergency personnel. 

v. Egress routes within the building leading to the exterior safe 
area. 

B.  Immediately following an emergency response procedure, the Appointing 
Authority, Department Head, or designated personnel implementing the 
lock down or evacuation shall document all emergency and non-
emergency incidents by completing an Accident/Injury Investigation Report 
and any necessary documentation.  Copies shall be forwarded to the 
Sheriff’s Office for assessment and to the County Administrator. 

VIII. Assistance 

A. Appointing Authorities, Department Heads or their designees may refer 
employees who are victims of or who have threatened violence in the 
workplace for assessment by the Employee Assistance Program.  
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Participation in the Employee Assistance Program is not in lieu of 
prosecution and/or disciplinary action if warranted. 

IX. Discipline and Prosecution 

A. Employees shall be subject to discipline for the following: 

1. Committing or participating in acts of violence while performing the 
duties of their position or while on county property. 

2. Failing to report suspicious behavior or threats against Wood County 
or its employees. 

3. Engaging in intimidating or threatening behavior. 

4. Intentionally and falsely alleging a violation of this policy. 

5. The employee may also be prosecuted under applicable federal or 
state law. 

B. Any non-employee who commits or participates in acts of violence or who 
engages in intimidating behavior against county employees while 
performing the duties of their position or against citizens on county property 
will be prosecuted under applicable federal or state law. 



 
TEST YOUR KNOWLEDGE 
 
Violence in the Workplace Quiz QUESTIONS 
 
1.   Any occurrences of violence should be reported immediately to __________. ____________________ 
 
2.   What should be implemented in case of a workplace violence incident? ____________________ 
 
3.   Four types of Violence in the Workplace are external criminal, external 
      assault, internal and ________________.   ____________________   
 
4.   True or False.  Physical, verbal, and visual are three types of harassment. ____________________   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
Violence in the Workplace Quiz ANSWERS 
 
1.   your supervisor 
 
2.   Emergency Response Procedure 
 
3.   personal relationship 
 
4.   True 
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