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o Healthcare facilities, service categories, and operations covered by 8 CCR 3342 

o Facilities operated by the Department of Corrections and Rehabilitation 

o Law Enforcement that complies with the Commission on Peace Officer Standards and Training 

(POST) Program  

• Employees teleworking from a location of the employee’s choice, which is not under the control of 

the employer. 

• Worksites not accessible to the public and where there are less than 10 employees working at the 

facility at any given time. 

Compliance 
All employees are responsible and will be held accountable for using safe work practices, following all 

directives, policies, and procedures, and for assisting in maintaining a safe and secure work environment. 

Managers, supervisors, and employees will comply with work practices that are designed to make the 

workplace more secure and will not engage in threats or physical actions which create a security hazard 

for others in the workplace.  Furthermore, Title 8, California Code of Regulations, General Industry Safety 

Orders, Section 3203 requires an investigation and review of investigations of workplace violence 

incidents resulting in a workplace injury, illness, or exposure to chemical agents. 
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• Provide training and/or counseling to employees who need to improve work practices designed 

to ensure workplace security. 

• Communicate with employees regarding workplace violence matters, including, but not limited to 

how an employee can report a violent incident, threat, or other workplace violence concern and 

how these concerns will be investigated and resolved. 

 

Employees 
Employees include regular and recurrent/extra-help employees, temp agency staff, student workers (e.g., 

interns), volunteers and contract employees. Employees will: 

• Notify Supervisors of WVPP incident 

• Actively participate in all required safety and security training. 

• Comply with safety and security policies, signage, warnings, and directions. 

• Report all unsafe conditions and incidents promptly to supervisors. 

• Report defective security equipment (e.g., badge readers, alarm system, etc.) and other potential 

hazards. 

• Participate in incident investigations and workplace safety inspections as required. 

• Are expected to interact responsibly and respectfully with fellow employees, supervisors, and 

clients. 

• Familiarize themselves with the County’s policy regarding workplace violence and threats. 

• Report actual and/or potential acts of violence to the direct supervisor or Human Resources 

Business Partner promptly, and notify appropriate law enforcement authorities, if warranted. 

• Inform appropriate personnel about restraining or protective court orders related to domestic 

situations so that assistance can be offered at the work site. 

• In the Event of a Medical Emergency, employees should: 

o Call 911. 

o Stay with and comfort the injured/ill person. 

o If you are trained and willing, apply first aid. 

Department of Risk Management 
The Department of Risk Management (DRM) will partner with County departments to develop the 

Department’s WVPP written program.  To accomplish this, DRM will: 

• Maintain and update the WVPP template as necessary.  

• Provide guidance and technical assistance in identifying, evaluating, 

and correcting safety and health hazards. 

• Assist safety coordinators with safety & security inspections. 

• Develop written guides and policies (known as “written programs”). 

• Participate in emergency response as required. 

• Analyze injury and illness data, monitor trends, and make recommendations to management. 

• Monitor compliance with regulatory requirements. 

 

Department of Human Resources 
The Department of Human Resources (HR) will partner with County departments to investigate complaints 

and address workplace violence incidents. To accomplish this, HR will: 

Visit the DRM Website to 

learn more about Risk 

Management services and 

programs. 
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• Review the complaint to determine safety factors are considered immediately, then investigate 

and take corrective action.  

• Investigate and mitigate workplace violence threats using resources available through OCSS, Risk 

Management and County Counsel, including such options as progressive discipline, counseling, 

anger management education, instruction, obtain restraining orders, and criminal prosecution as 

necessary. 

• Help department supervisors and leadership draft employee communication and after-action 

reports (AAR) See Appendix C for the AAR. 

• Advise management on disciplinary procedures for employees in violation of county policy and the 

WVPP. 

•  Oversee post-incident responses and investigations. 

 

Office of County Safety and Security  
The Office of County Safety and Security (OCSS) conducts investigations of ALL reported workplace 

violence threats against any County Employee and attempts to mitigate the threat at the earliest possible 

opportunity. To accomplish this, OCSS will: 

 

• Provide expertise, consultation, and available resources to address workplace violence concerns,  

including employee and facility safety and security issues including possible acts of terrorism.  

• Develop evacuation and sheltering plans appropriate and feasible for the worksite.  

• Intervene to stop the escalation of workplace violence, investigate and mitigate all threats using 

resources available through Human Resources, Risk Management and County Counsel, including 

such options as progressive discipline, counseling, anger management education, instruction, 

obtain restraining orders, and criminal prosecution as necessary. 

• Provide education and training for safety and security issues related to law enforcement and 

workplace violence for the facilities of all County Departments.  

• Maintain and update the SB Safe training modules accessed through the Performance, Education, 

and Resource Center (PERC) learning management system. 
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• Frequency and severity of threatening or hostile situations that may lead to violent acts by 

persons who are service recipients of our establishment. 

• Employees’ skill in safely handling threatening or hostile clients.  

• Effectiveness of systems and procedures to warn others of a security danger or to summon 

assistance, e.g., alarms or panic buttons. 

• The use of work practices such as "buddy" systems, as appropriate, for identified risks (e.g., 

walking employees to their cars or mass transit stops at the end of the workday). 

• Adequacy of lighting and security for designated parking lots or areas. 

• The availability of employee escape routes. 

 

Inspections for workplace security hazards from violence by co-workers (Type 3) include 
assessing:  

• How well the County’s anti-violence policy has been communicated to employees, supervisors, 

and managers. 

• How well the County’s management and employees communicate with each other. 

• How well the County’s employees, supervisors, and managers know the warning signs of potential 

workplace violence. 

• Access to and freedom of movement within the workplace by non-employees, specifically  

recently discharged employees. 

• Frequency and severity of employee-reported threats of physical or verbal abuse by managers, 

supervisors, or other employees. 

• Any prior violent acts, threats of physical violence, verbal abuse, property damage or other  

signs of strain or pressure in the workplace. 

• Employee disciplinary and discharge procedures. 

 

Inspection for workplace security hazards from violence by personal relations (Type 4) include 
assessing: 

• Access to and freedom of movement within the workplace by non-employees, specifically 

personal relations with whom one of our employees is having a dispute. 

• Frequency and severity of employee-reported threats of physical or verbal abuse which may lead 

to violent acts by a personal relation. 

• Adequacy of workplace security systems, such as door locks, security windows, and physical 

barriers. 

• Any prior violent acts, threats of physical violence, verbal abuse, property damage or other signs. 

• The use of work practices such as "buddy" systems, as appropriate, for identified risks (e.g., 

walking employees to their cars or mass transit stops at the end of the workday). 

• Adequacy of lighting and security for designated parking lots or areas. 

• Warnings or police involvement to remove personal relations of employees from the worksite and 

effectiveness of restraining orders. 

 

Periodic inspections are performed according to the following schedule: 

• Every 6 months or less; 

• When new, previously unidentified security hazards are recognized; 

• When the Workplace Violence Prevention Plan is established; 

• When occupational injuries or threats of injury occur; and 
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• Whenever workplace security conditions warrant an inspection. 

 

Facility Safety Coordinators use the Office Safety and Security Inspection Checklist to identify hazardous 

conditions for worksites and maintain current copies of the completed checklist in the site-specific safety 

binder. 

 

Results of the workplace hazard assessments for workplace security shall be communicated to OCSS and 

the Security Assessment Group. 

Additional Security Inspections 
OCSS may schedule additional inspections when the following occurs: 

 

• The County, Department, or location has received a threat and requires additional security 

measures. 

• The department or building is located in a high crime area. 

• Per the recommendation from an After-Action Report following a workplace violence incident. 

• The Department requests an inspection.  
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Injury or Illness Reporting 
For any injury that occurs at the workplace that requires emergency response, the employee’s supervisor 

should follow the procedures posted on the Risk Management website. Post the Injury Reporting flyer in 

your Department’s common areas to help your team become familiar with the process.   

 

Supervisors or Human Resource Business Partners (HRBP) must immediately report these to DRM so that 

Cal/OSHA may be notified of a serious workplace injury. Follow the reporting procedures below: 

• CALL 911 IMMEDIATELY (when necessary) 

• Obtain Medical Care for the employee: 

− Prepare the Medical Service Order Form 

− Refer the injured employee to one of the facilities listed in the Physicians Referral List 

− OR have a pre-written Personal Physician Form 

• Give the employee the Employee Claim for Workers Compensation Benefits Form 

• Prepare and send this form to Risk Management within 24 hours of incident: Employers Report 

of Occupational Injury or Illness Form 

• Submit Forms to Risk Management at:  

Emergency Response Procedures  
In the event of an emergency, including a Workplace Violence Emergency, follow the emergency 

procedures outlined in your worksite specific Emergency Action Plan (EAP).  A copy of the EAP may be 

found in section 5 of the Safety Coordinator binder.   

  

You may also find the county’s EAP here.  This Emergency Action Plan contains acceptable basic measures 

for dealing with a variety of emergency situations. 

 






















