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DRAFT
1.0 Purpose
Jefferson Lab defines “Workplace Violence” as any act of physical violence against persons or property, physical or verbal threats, or other hostile behavior that poses imminent threats of danger and causes fear for personal safety.  
No one knows how any individual will respond to workplace violence; however, those who have been given guidance are more likely to remain calm and react in a more positive manner.  This appendix provides guidance in the event of a workplace violence incident at Jefferson Lab.
2.0 Scope
This procedure applies to acts of violence and imminent threats of danger.  Since it is impossible to know whether a threat is going to be carried out, employees should always treat imminent threats of danger as though the person may carry out the threat.  
This procedure does not include nonviolent activities that involve unsafe, fraudulent, unethical, or otherwise inappropriate behavior.  Jefferson Lab’s “Employee Concerns Program” provides a risk-free way to anonymously and confidentially report these types of activities.

This appendix is written in coordination with ES&H Manual Chapter 3510 Emergency Response Activities, and all relevant content within the chapter applies to the procedure outlined in this appendix.  

3.0 Responsibilities

NOTE:
Management authority may be delegated at the discretion of the responsible manager.
3.1 Everyone at Jefferson Lab
· Do not engage in activities that could be interpreted as workplace violence.
· Report acts of violence and imminent threats of danger to 911.  Follow-up by providing details to Security at x5822.  

· Run, hide, or defend, as appropriate when involved in imminent danger.

· When emergency services arrive follow their directions.
3.2 Security
· When a report of workplace violence is received immediately respond per appropriate procedures.  
· Notify Public Affairs as soon as possible.
3.3 Public Affairs
· Immediately provide Site Wide Notification to everyone at Jefferson Lab via the Emergency Notification Systems (approval for Initial Workplace Violence Notification is not necessary).
4.0 Process Steps
4.1 Communication
4.1.1 Report 

If you see, or are involved in, imminent threat of danger immediately call:
· Emergency Services – 911; then,
· Security – x5822.
4.1.2 Site Wide Notification
In the event of a workplace violence incident, Jefferson Lab will provide emergency communications through its Emergency Notification Systems:
· Abide by the directions given.
	Those in imminent danger:
Go to 4.2 Imminent Danger


4.2 Imminent Danger

4.2.1 Run
· If you are able and deem it safe, get out of the area immediately.
· Leave personal belongings behind.  Take your cell phone if possible.
· If possible warn others, but do not wait for others.
4.2.2 Hide
Step 1. Find Safe Hiding Place 
Event dependent, but preferably an area that is: 

· Hard to penetrate AND HAS an escape route.

OR

· Easily defended (e.g. an area out of the line of fire).

Step 2. Secure the Area
· Close and lock the door.

· Move furniture or heavy objects to secure the door. 

· Turn off the lights. 

· Close the blinds. 

· Silence cell phones. 

· Spread out away from other individuals.

· Remain quiet.

Step 3. Protect Yourself
· Move behind available cover.  Hunker down behind furniture or fixtures if possible.

· Stay on the floor, away from doors or windows. 

· Do not peek out to see what is happening.

Step 4. Wait for Communication
Stay where you are until you receive the “All Clear.”  

· Jefferson Lab will provide communication via the Emergency Notification Systems.

OR 

· Wait for emergency response personnel who will identify themselves and provide necessary instruction.
4.2.3 Defend
Everyone has the legal right to use necessary force when in imminent danger.  This right allows individuals, acting on their own behalf, to engage in a level of force necessary for the sake of defending one's own life or the lives of others.
4.3 Response
4.3.1 Law Enforcement
Until responding officers identify the assailant, they may treat everyone they encounter as a possible suspect.
· Remain calm and follow the directions of officers.
· Put down any item in your hands.

· Immediately raise your hands and spread your fingers.

· Keep your hands visible at all times.

· Avoid making quick movements towards officers.

· Avoid pointing, screaming, or yelling.

· Do not stop to ask officers for help or direction when evacuating, just proceed in the direction from which officers are entering the premises.

4.3.2 Rescue Teams
Rescue teams have priority and may ask for assistance.  If willing and able you may assist rescue teams according to their instructions.
· Treat the injured when safe to do so.
· Encourage others to remain calm if necessary.
4.3.3 News Media

News media may arrive on site during or immediately following a workplace violence incident.
· Refer all questions to Public Affairs – x7689.
5.0 Revision Summary
Revision 0 – ##/##/## – New content written to reflect current laboratory operations.
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