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City of Goleta

Workplace Violence Prevention Program

1.1 Purpose

The purpose of this program is to establish the City of Goleta’s Workplace Violence Prevention Plan
(WVPP). This statement of policies and procedures is the City’s outline for addressing the hazards
known to be associated with the four types of workplace violence as defined by Labor Code (LC)
section 6401.9.

1.2 Scope

1.3

This program applies to all employees, contractors, and volunteers while performing work for the City
of Goleta.

The plan shall be in effect at all times and in all work areas and be specific to the hazards and corrective
measures for each work area and operation.

Exception: Remote work locations of the employee’s choice for which the City does not exercise
control.

Definitions

Although there are different definitions and/or interpretations of “violence”, the Workplace Violence
definitions as set forth in SB 553 (as codified in California Code of Civil Procedure Section 527.8 and
California Labor Code Sections 6401.7 and 6401.9), for the purposes of reporting and analyzing
incidents, are included below and are used consistently throughout training and reporting materials.

Workplace violence or Violent Act — Any act of violence that occurs in a place of employment.
Workplace violence includes, but is not limited to, the following:
. The threat or use of physical force against an employee that results in, or has a high

likelihood of resulting in, injury, psychological trauma, or stress, regardless of whether the
employee sustains an injury.


https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=6401.9.&lawCode=LAB
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=6401.9.&lawCode=LAB
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. An incident involving a threat or use of a firearm or other dangerous weapon, including
the use of common objects as weapons, regardless of whether the employee sustains an
injury.
. Any conduct, verbal or physical, in-person or virtual, which reasonably causes an

individual concern for their own personal safety, the safety of their coworkers, community
members, or family.

Workplace violence does not include:

° Lawful acts of self-defense or defense of others.

Four workplace violence types:

Type 1. Violence by Strangers - Workplace violence committed by a person who has no legitimate
business at the worksite and includes violent acts by anyone who enters the workplace or
approaches employees with the intent to commit a crime. (Example: Attack of an employee by a
stranger walking onto City property or while employee is in the field conducting City business)

Type 2. Violence by Customers/Clients - Workplace violence directed at employees by customers,
clients, students, or visitors. (Example: Attack of an employee by a business owner who entered
City Hall to pay their business license fee.)

Type 3. Violence by Current or Former Coworkers - Workplace violence against an employee by a
present or former employee, supervisor, or manager.

Type 4. Violence by a Close Contact - Workplace violence committed in the workplace by a person
who does not work there but has or is known to have had a personal relationship with an
employee. (Example: Attack of an employee by their former spouse at a City worksite)

Threat of violence - Any verbal or written statement, including, but not limited to, texts, electronic
messages, social media messages, or other online posts, or any behavioral or physical conduct,
that conveys an intent, or that is reasonably perceived to convey an intent, to cause physical harm
or to place someone in fear of physical harm, and that serves no legitimate purpose.

Additional definitions:

Emergency - Unanticipated circumstances that can be life threatening or pose a risk of significant
injuries to employees or other persons.

Engineering controls - An aspect of the built space or a device that removes a hazard from the
workplace or creates a barrier between the employee and the hazard.
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Log - The violent incident log required by LC section 6401.9.
Plan - The workplace violence prevention plan required by LC section 6401.9.

Serious injury or illness - Any injury or illness occurring in a place of employment or in connection
with any employment that requires inpatient hospitalization for other than medical observation
or diagnostic testing, or in which an employee suffers an amputation, the loss of an eye, or any
serious degree of permanent disfigurement, but does not include any injury or iliness or death
caused by an accident on a public street or highway, unless the accident occurred in a construction
zone.

Work practice controls - Procedures and rules which are used to effectively reduce workplace
violence hazards.

Responsibility

The WVPP Administrator, the City Manager, has the authority and responsibility for implementing
the provisions of this plan for the City of Goleta.

The Human Resources-Risk Manager has responsibility for:

e Employee involvement and training

e Investigating reported incidents of workplace violence; conducts post-incident analysis and
collaborates with Departments regarding corrective action. May also delegate investigation
responsibilities to departments.

e Maintaining the confidential violent incident log.

e Reviewing and updating the WVPP.

e Coordinating and assisting with periodic risk assessments and site security inspections at
various worksites to identify potential hazards.

Department Directors have responsibility for emergency response and hazard identification. May
also assist in investigating reported workplace violence incidents.

Managers and Supervisors are responsible for:
e Ensuring the WVPP is clearly communicated to all employees, and training is completed
annually.
e Participating in risk assessments to identify potential hazards in their work areas.
e Conducting regular safety observations and reporting any potential hazards.
e Reporting suspected or observed workplace violence incidents.
e Answering employee questions regarding the WVPP.

The Safety Committee is responsible for reviewing workplace violence incidents and making
recommendations for updates to the WVPP and providing recommendations on training.
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Employees are responsible for:

e Following all WVPP directives, safety policies, and procedures.

e Reporting incidents of workplace violence as soon as practicable.

e Reporting any hazards, safety concerns, or suspicious activity to their supervisor or the
HR-Risk Manager.

e Participating in annual mandatory training on workplace violence prevention.

e Following safe work practices and remaining aware of surroundings to minimize risk and
assist in maintaining a safe work environment. These include the safety policies outlined
in the City’s Injury and lliness Prevention Program and The City of Goleta’s Personnel
Rules.

1.5 Employee Active Involvement

The City of Goleta values employee participation in promoting a workplace free from violence or
threats of violence, and applies the following policies and procedures to obtain the active
involvement of employees and authorized employee representatives in developing and
implementing the plan:

e Management shall work with and allow employees and authorized employee representatives
to participate in:

o Identifying, evaluating, and determining corrective measures to prevent workplace
violence. This shall be partly accomplished through the City’s regular Safety
Committee meetings wherein a standing agenda item shall be to discuss identification
of workplace violence concerns/hazards, evaluation of those concerns/hazards, and
recommendations on how to correct them.

All employees are encouraged to engage in safety-related discussions during staff
meetings and to discuss any potential hazards with their supervisor, HR-Risk Manager,
or the safety committee representative for their department.

o Designing and implementing training. This shall be accomplished via discussions at
the City’s regular Safety Committee meetings, as well as periodic staff surveys and
other opportunities to provide feedback on training recommendations and requests.
Employees shall be encouraged to make training suggestions to the HR-Risk Manager.

o Reporting and investigating workplace violence incidents. Employees should promptly
report any concerns relating to workplace violence to their direct supervisor, manager,
or HR-Risk Manager. Employees may also utilize the City’s anonymous reporting
platform (STOPit Solutions). Reports will be reviewed and investigated in a timely
manner, ideally within five (5) business days.


https://www.cityofgoleta.org/home/showpublisheddocument/26807/637896013961470000
https://www.cityofgoleta.org/home/showpublisheddocument/30455/638494790646570000
https://www.cityofgoleta.org/home/showpublisheddocument/30455/638494790646570000
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EMPLOYEE COMPLIANCE AND ACCOUNTABILITY

Employees, contractors, and volunteers are required to comply with the rules and work practices
that are designed to make the workplace more secure. Employees must not engage in threats or
physical actions which create a workplace violence hazard for others in the workplace.

The following measures are in place to promote compliance:

e The City shall provide training and information to all employees on the provisions of the WVPP.
This includes training within six months of hire and annual thereafter. All employees are
required to attend training annually as required by SB 553.

e Supervisors are expected to:

» Model behaviors that align with the WVPP.

» Enforce the WVPP consistently and fairly amongst their teams.

» Promptly document and report any safety concerns or incidents.

» Fully cooperate in investigations and take corrective action as needed.

e Employees who demonstrate safe work practices that promote the WVPP will be recognized
by their department. Employees may also be nominated for City-wide recognition as
determined by the City’s Safety Committee.

e Employees who demonstrate behavior that conflicts with the WVPP will receive additional
training as determined by the HR-Risk Manager and Department Director.

e Failure to comply with the WVPP and/or commit violence in the workplace may be subject to
disciplinary action, up to and including termination as well as criminal prosecution.

1.6 Communication With Employees

We recognize that open, two-way communication between our leadership, managers, employees,
contractors, and volunteers about workplace violence issues is essential to a safe and productive
workplace.

To facilitate a continuous flow of workplace violence prevention information, the following
communication practices are in place:

e The WVPP shall be available and easily accessible to all employees at all times. A digital copy
may be found on the City’s website on the Risk Management page and on the Employee
Access Dashboard under “Documents.” Upon a request to HR, a copy of the WVPP will be sent
to an employee by email within two business days.

o New employee orientation includes workplace violence prevention policies and procedures.

e Workplace violence prevention training programs.

e Regularly scheduled meetings that address security issues and potential workplace violence
hazards.


https://www.cityofgoleta.org/your-city/city-manager-s-office/risk-management
https://ess.tyler-incode.com/goletaca/Account/LogOn
https://ess.tyler-incode.com/goletaca/Account/LogOn
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e Effective communication between employees and supervisors about workplace violence
prevention and violence concerns.
o Supervisors shall alert Human Resources should they require assistance in
communicating with the employee in their first language.
e Posted or distributed workplace violence prevention information.
e Employee’ concerns will be investigated in a timely manner and non-confidential information
will be shared with relevant individuals regarding the general results of the investigation and
any corrective actions to be taken.

1.7 Incident Reporting Procedure

Should an employee, contractor, or volunteer perceive that they are in immediate danger of a
violent act, has just been victimized by a violent act, or is a witness of a violent act, they shall
whenever possible:

e Place themselves in a safe location.

e If appropriate, call local law enforcement or 9-1-1.

e |Immediately inform a supervisor, director, or Human Resources of the incident.

e Complete an Incident Report as soon as possible.

e Cooperate fully in any administrative or criminal investigation, which shall be
conducted within existing policy and laws.

Employees shall use the City’s Incident Report Form, available on the City’s Employee Access Page,
and on the City’s Risk Management Webpage to report a violent incident, threat, or other
workplace violence. Employees may also utilize the City’s anonymous reporting platform, STOPit
Solutions.

Employees shall not be prevented from accessing their mobile or other communications devices
to seek emergency assistance, assess the safety situation, or communicate with a person to verify
their safety. Employees’ concerns shall be investigated in a timely manner and they shall be
informed of the results of the investigation and corrective actions to be taken.

Employees, contractors, and volunteers are strongly encouraged to report any concerns or
incidents related to workplace violence, regardless of whether physical injury has occurred, and
may do so without fear of reprisal or adverse action. The City shall not discriminate against victims
of workplace violence and will not retaliate against those who report incidents or violations of the
WVPP.

1.8 Procedures for Post Incident Response and Investigation

After a workplace incident, the WVPP Administrator or their designee shall implement the
following post-incident procedures:


https://ess.tyler-incode.com/goletaca/Account/LogOn
https://www.cityofgoleta.org/your-city/city-manager-s-office/risk-management
https://appweb.stopitsolutions.com/login
https://appweb.stopitsolutions.com/login
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A. Visit the scene of an incident as soon as safe and practicable.

B. Interview involved parties, such as employees, witnesses, law enforcement, and/or security

personnel.

Review security footage of existing security cameras if applicable.

Examine the workplace for security risk factors associated with the incident, including any

previous reports of inappropriate behavior by the perpetrator.

Determine the cause of the incident.

Take corrective action to prevent similar incidents from occurring.

Record the findings and ensure corrective actions are taken.

Obtain any reports completed by law enforcement.

Maintain the Violent Incident Log for every workplace violence incident and include

information as listed under Labor Code Chapter 3, section 6401.9

J. Ensure that no personal identifying information is recorded or documented in the written
investigation report. This includes information which would reveal identification of any person
involved in a violent incident, such as the person’s name, address, electronic mail address,
telephone number, social security number, or other information that, alone or in combination
with other publicly available information, reveals the person’s identity.

o0
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1.9 Emergency Response Procedures

The City has in place the following specific measures to handle actual or potential workplace
violence emergencies.

A. Effective means to alert employees of the presence, location, and nature of workplace
violence emergencies by the following:

e Manager or supervisor shall use internal communication channels such as email, text
messages, or phone calls to notify all staff members of potential workplace violence
hazards identified at their work location. Establishing primary and secondary
communication methods is the responsibility of managers and supervisors to best
meet the needs of the employees at their worksite. Contact methods should be
updated routinely to ensure accuracy. If warranted, the emergency evacuation
protocol should be activated.

B. Evacuation plans for each facility.
e Managers and supervisors should be familiar with the City’s Emergency Action Plan,
and must review periodically evacuation routes, locations of emergency exits and any
other emergency procedures specific to their worksites. Managers and supervisors

must inform employees how and where to access evacuation plans for each worksite.

C. How to obtain help during emergencies.
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o Employees can seek assistance from their manager or supervisor. If there is immediate
danger, employees should call for emergency assistance by dialing 9-1-1, and then
notify the WVPP Administrator or designated personnel.

1.10 Workplace Violence Hazard Identification and Evaluation

The WVPP Administrator or their designee, in partnership with managers and supervisors, shall
ensure that workplace violence hazards are identified and evaluated:

A. Immediately following any workplace violence incident.
B. Whenever the employer is made aware of a new or previously unrecognized hazard.

Employees are encouraged to report to their supervisor or to Human Resources about workplace
violence hazards or threats of violence without fear of reprisal or retaliation.

Periodic Inspections

Periodic inspections of workplace violence hazards shall identify unsafe conditions and work
practices. This may require assessment for more than one type of workplace violence. Periodic
Inspections shall be conducted by the WVPP Administrator or designated personnel at least
annually to identify and evaluate workplace violence and hazards.

Inspections for workplace violence hazards include assessing:

A. The exterior and interior of the workplace to mitigate the appeal and accessibility of access
to employee only areas.

B. The need for violence surveillance measures, such as mirrors and cameras.

C. Adequate lighting outside of and within facilities.

D. Posting of emergency telephone numbers for law enforcement, fire, and medical services.

E. Whether employees have access to a telephone with an outside line.

F. Whether employees have effective escape routes from the workplace.

G. Whether employees have a designated safe area where they can go to in an emergency.

H. Effectiveness of systems and procedures that warn others of a security danger or that
summon assistance, e.g., alarms or panic buttons.

L. Employee disciplinary and termination procedures to reduce any risk of violence.

Employees may request a work site inspection by contacting the HR-Risk Manager.

Protected Orders — Any employee, contractor, or volunteer who has received a court protective order
(e.g., emergency protective order, restraining order or injunction) against another individual or
individuals, based upon fear or threat of physical harm, should immediately upon returning to work,
provide a copy of such order to their direct supervisor and the HR-Risk Manager and provide a
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physical description of the person(s) that is (are) the subject of such order if there is a reasonable
basis to believe that the subject of the protective order does or may present a threat to the
workplace. The employee, contractor, or volunteer should carry a certified copy of the order on their
person at all times. This information may be shared on a need-to-know basis as necessary to protect
workplace safety and security. For example, the information may be provided to a City employee
who works at entrances to City buildings or facilities (e.g., a front counter).

1.11 Workplace Violence Hazard Correction

Workplace violence hazards shall be evaluated and corrected in a timely manner.
Corrective measures may include the following:

A. Provide employee training/re-training (refreshers) on the WVPP, which could include but is
not limited to the following:

1. Recognizing and handling threatening or hostile situations that may lead to
violent acts by the public.

2. Ensuring that all reports of violent acts, threats of physical violence, verbal abuse,
property damage or other signs of strain or pressure in the workplace are handled
effectively by management and that the person making the report is not subject
to retaliation by the person making the threat.

B. Providing employee, supervisor, and management training on emergency action procedures.
C. Applying physical changes to the workplace, such as creating a barrier between employees
and the hazard.
Adjusting operational procedures to reduce or eliminate the hazard.
E. Removing and/or replacing hazardous equipment.

1.12 Training and Instruction

All employees, including managers and supervisors, shall have training and instruction on general
and job-specific workplace violence practices. These sessions may involve presentations,
discussions, and practical exercises. Training and instruction shall be provided as follows:

A. When the WVPP is first established.

B. Annually to ensure all employees understand and comply with the plan.

C. Additional training shall be provided when new or previously unrecognized workplace
violence hazard has been identified and when changes are made to the plan. The additional
training may be limited to addressing the new workplace violence hazard or changes to the
plan.
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Record Keeping and Access to Records
The City shall create, maintain and provide records of the following:
RECORD TYPE LENGTH DESCRIPTION
Workplace hazard Five (5) years Inspection records include date, location,
identification, evaluation, hazards identified, corrective actions, and
and correction inspector’s name. Inspections are conducted at

plan inception, after a workplace violent
incident, and when a new hazard is revealed

Training Records One (1) year Documentation includes training dates,
content/summary of session,
name/qualifications of trainer, and attendee
names and job titles

Violent Incident Logs Five (5) years Written record of all violent incident reports.

Incident Investigations Five (5) years Records shall not contain medical information

All records shall be made available to employees and their representatives, upon request and
without cost, for examination and copying within 15 calendar days of a request.

All records as required by Labor Code section 6401.9(f), shall be made available to Cal/OSHA upon
request for examination and copying.

1.13 Employer Reporting Responsibilities

As required by California Code of Regulations (CCR), Title 8, Section 342(a). Reporting Work-Connected
Fatalities and Serious Injuries, The City of Goleta shall immediately report to Cal/OSHA any serious
injury or illness (as defined by CCR, Title 8, Section 330(h)), or death (including any due to Workplace
Violence) of an employee occurring in a place of employment or in connection with any employment.

1.14 Exceptions

There are no exceptions to this Policy without the express authorization of the City Manager or their
designee.


https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=6401.9.&lawCode=LAB
https://www.dir.ca.gov/title8/342.html
https://www.dir.ca.gov/title8/342.html
https://www.dir.ca.gov/title8/330.html

