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SUBJECT:  Guidance on Violent and Threatening Behavior in the Work Place





I.	PURPOSE OF ISSUANCE





	This Personnel Letter provides guidance on preventing and responding to violent, threatening, and bizarre employee behavior in the workplace and responding to reported violence, threats, and bizarre behavior by a BPA employee outside the work place.  Guidance on minimizing the impact of a violent incident is also discussed.





II.	PURPOSE OF REVISION





	This Personnel Letter is revised to update nomenclature, scope, and references.  It replaces Personnel Letter 752-2, dated 07-20-1998.





III.	BACKGROUND, DEFINITIONS, AND REFERENCES





	Bonneville Power Administration’s policy on violent and threatening behavior in the work place is located in BPAM 400/700A.  Violence can include physical assault against persons or property, holding a person captive, and abusive verbal behavior.  Threats can be direct or implied.  Threatening behavior can include provoking, harassing, and veiled threats that would be taken seriously by a reasonable person.  Violence and threats often cause potential emotional trauma to targets, witnesses, and the perpetrator.  The policy states that violent and threatening behavior in the workplace is prohibited and that corrective action will be taken.  Guidance for managers in applying the policy is located in Chapter 14, Management Assistance Services Handbook, which is accessed in the Human Resources section of BPA’s internal website.  Guidance on taking disciplinary action against employees who engage in violent and threatening behavior is located in Personnel Letter 752-1 (revised 04/16/2001) and in the Management Assistance Services Handbook.





IV.	ROLES AND RESPONSIBILITIES





	A.	Employees are responsible for:





Their personal behavior.  They are expected to act professionally with other employees, managers, and the public;


Reporting observed violence and threatening situations.  Unauthorized persons observed in the work place should be reported to Security and Emergency Management.�


	B.	First Level Managers are responsible to:





Develop knowledge and skill in preventing and responding to work place violence, threats, and bizarre behavior;


Identify and address underlying workplace environments which may give rise to violence;


Making arrangements for the safety of employees and victims when violence occurs or is threatened;


Gather information and protect evidence related to an incident or behavior and keep management informed of current developments;


Contact Employee Relations staff in Human Resources and request a meeting of the Crisis Intervention Team when appropriate.





	C.	Higher Level Managers are responsible to:





Provide support to other managers within their organization who are directly addressing a violent event or threatening situation;


Identify and address underlying issues and organizational culture that increase the risk of violence in the work place.





	D.	Employee Relations Personnel in Human Resources are responsible to:





Provide interpretation of the Agency’s policy on threatening and violent behavior in the workplace and provide ongoing consultation during the assessment and response to a crisis.


Schedule and facilitate Crisis Intervention Team meetings when possible.  Provide recommendations on immediate and longer term responses available to the Agency;


 Clarify the role and charter of the Team to management.  Meetings should be scheduled in the Personnel Services area or a location separate from the impacted organization and parties;


Assist management in the procurement of facts and evidence.  Provide assistance in the preparation and documentation of a possible disciplinary response when appropriate;


Report recommendations of the Team to a higher level of management when the Team has concerns about the seriousness of the crisis or the response of lower level management to the crisis.


�



	E.	Employee Assistance Program Psychologist is responsible to:





Collect appropriate clinical information and assess the potential risk of violence or threat from a psychiatric perspective.  Assess the need for removing an employee from the work place when there is a risk of harm to self, others, or property;


Conduct psychological evaluations and provide diagnostic impressions when requested;


Provide professional support and consultation to employees and managers impacted by a critical incident;


Facilitate critical incident debriefing sessions with employees and management when appropriate;


Provide ongoing assessment and treatment services to victims, witnesses, and perpetrators;


Arrange appropriate professional coverage when not available to the Team due to illness or annual leave.





	F.	Security and Emergency Management is responsible to:





Provide expert security assessment and recommendations to the Crisis Intervention Team;


Provide immediate security services when needed;


Coordinate with other security services, including local law enforcement, to provide immediate response, needed investigation, and protective services;


Assist in the interview of witnesses and in procuring criminal records, Federal security records, weapons registration, etc;


Provide security information to employees who feel intimidated or threatened.





	G.	The Crisis Intervention Team:





The Crisis Intervention Team provides assessment and recommendations to management on violent, threatening, or bizarre behavior in the work place.  The Team includes representatives from Employee Relations, Security and Emergency Management, Employee Assistance Program, General Counsel, and management.  The Team will assess potential risk to persons and/or property from violent and threatening behavior including veiled and overt threats, suicide threats, unusual and bizarre behavior, and psychiatric crisis.  Any organization represented on the Team can be contacted to schedule a meeting.  An Employee Relations specialist will usually schedule and facilitate the meeting.  The Crisis Intervention Team is responsible to:





Convene when requested by a management official or upon receiving a report of violent or threatening behavior;


Facilitate an assessment of violent, threatening, or bizarre behavior;


Make recommendations to management on an immediate response to the crisis.  Safety of persons and property is always first priority while ensuring compliance with Federal and State laws and Administrative procedure.  It is not the charter of the Crisis Intervention Team to provide long-term administrative solutions to conduct and performance issues.





V.	PREVENTIVE MEASURES





	A.	Weapons.  Possession of firearms and other weapons on property owned or leased by the Federal Government is prohibited.  A Government-owned or leased vehicle used for BPA business is also considered Government property under this policy.  Violation of the policy may result in disciplinary action against the employee.  (See Title 18, U.S.C., Section 930, Possession of firearms and dangerous weapons in Federal facilities, and BPA Manual Chapter 1073, Firearms and Other Weapons.)





	B.	Security and Emergency Management.  BPA provides a range of security measures to restrict access and protect BPA facilities.  These include:





Employee identification badges and restricted entry onto BPA owned and leased office buildings and facilities;


Coded card keys for access to buildings and security areas according to individual access requirements;


Security guards at the entrances to major facilities to register and direct visitors, patrol grounds, and to provide immediate security response when needed;





		Employees should immediately notify the Security Manager, Security and Emergency Management, or their administrative staff when one observes unauthorized persons or suspicious behavior in the work place.  Local police and Bonneville security officers provide the initial response to emergencies at the Portland Headquarters Building and Vancouver Ross Complex.  The Federal Protective Service can often provide additional assistance to the Portland Headquarters Building.  For facilities outside the Portland/Vancouver area, law enforcement emergency assistance is available by contacting local police.





		(See Attachment A for instructions on what to do in case of a violent or threatening situation.  This attachment includes emergency telephone numbers.)





	C.	Workplace Education and Stress Management.  The Employee Development and Training staff in Human Resources frequently offers courses in conflict resolution, stress management, being effective with difficult people, negotiation, and communication.  Training opportunities also exist in the areas of employee relations, dispute resolution, problem solving, and interpersonal skills.  Information on course offerings can be accessed in the Human Resources section of BPA’s internal web site or by calling 503-230-4670.





		Managers should be sensitive to stress and cultural issues that could increase the risk of violence.  They should encourage stressed employees to attend appropriate training opportunities and to contact the Employee Assistance Program (see Chapter 11, Management Assistance Handbook).  EAP professionals treat all information confidentially





VI.	WHEN IMMEDIATE ACTION IS NEEDED 





	A.	Any member of the work force should follow the instructions in Attachment A upon observing violent or threatening behavior.  The procedures in Attachment A can be posted and distributed to employees as needed.





	B.	In addition to guidance in Attachment A, managers should do the following upon observing or being informed of violent or threatening behavior:





Advise your management, Employee Relations personnel, and your local human resources specialist.  Request a meeting of the Crisis Intervention Team to assist you in assessing risk and taking additional action;


Consult the Management Assistance Services Handbook;


Document your direct observations and what you hear from witnesses.  Collect witness statements.  Refer to Chapter 5, Management Assistance Services Handbook, for instructions on preparing documentation;


Refer affected employees to the Bonneville Employee Assistance Program as appropriate.


Contact the Bonneville Employee Assistance Program for assistance in evaluating the need for critical incident debriefings or longer-term counseling for yourself or your employees.  The Bonneville EAP psychologist can be contacted at 503-230-3028 or 1-800-479-4734.














Godfrey C. Beckett


Manager, Human Resources, Diversity and EEO
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Policy on Violent and 


Threatening Behaviors in the Workplace





I.    Policy:  Violent and threatening behavior in the Federal workplace is prohibited.  Such conduct at the Bonneville Power Administration will not be tolerated.





II.   What to Do in the Event of Violent and/or Threatening Behavior in the Workplace:


Any member of the work force should do the following upon observing violent and/or threatening behavior.  NOTE:  Do not attempt to physically apprehend an assailant.





Imminent Crisis Situation


Secure the immediate safety of yourself and colleagues in the area; 


Call 911 or other local emergency number if the situation requires the immediate assistance of medical personnel and/or law enforcement.  Be prepared to provide a description of the violent or threatening individual and the exact location of the person who will meet the emergency team.


Secure any needed medical care instructions from 


The 911 operator, 


BPA Headquarters nurse (by calling extension 3022), or 


The instructions titled “Response to a Serious Medical Emergency” for Headquarters or Ross (can be obtained from the Security Office--call 503-230-3779).


Call BPA Security:  


Portland			503-230-3722/4199


Ross Complex		503-230-2080


Other Areas			503-230-3779 


Should the threat involve a bomb, follow the instructions on the reverse side of the instructions titled “Response to a Serious Medical Emergency”, which can be obtained from the Security Office (call 503-230-3779).


Notify your manager (see III, below, for Manager’s responsibilities)





Non-Imminent Situation


Report the situation immediately to your manager.


Document your observations.





III.  Managers Have the Following Additional Responsibilities:


a.     Make immediate arrangements for safety of employees when violence is threatened or has occurred


b.     Document information and protect potential evidence


c.     Maintain communication with your management and security personnel


d.     Request a meeting of the Crisis Intervention Team by contacting any of the following:





Employee Relations		503-230-5218 or 3486


Security Services			503-230-4199 or 360-418-2080


Bonneville EAP Psychologist	503-230-3028 or 800-479-4734


General Counsel			503-230-4201





IV.   Availability of the Employee Assistance Program (EAP):  If you have been affected by violent or threatening behavior, or if you have any other problem that is affecting your work performance or personal well-being, you are encouraged to contact the Employee Assistance Program for confidential counseling and consultation at 


503-287-8043 (Portland) or 1-888-422-8043 (nationwide). 














