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Revised May 2010
Prepared by the Risk Management Division

“IMMEDIATE INTERVENTION”

Direct and Imminent Threat of Violence-DO All OF THE FOLLOWING:

(Employee or other person states he/she is on the way to commit an act of violence or indicates that he/she is going to get the means to commit the act and will be back.)

· Call 9-911 or other appropriate Law Enforcement Entity  

· Notify affected employees-give option to go home on personal leave

· If appropriate, evacuate work area and send employees home on administrative leave

· If possible, inform the offending employee that they are being placed on administrative leave and are prohibited from returning to the worksite until further notice

· Contact the Investigations Division from the Attorney General’s Office to report the event

· Assemble a threat assessment team including the appropriate representative from Administration, Personnel, Attorney General’s Office and Risk Management to determine the best course of action. 

Direct Threat without Imminent Event

(Employee states that he/she intends to commit an act of violence-one of these days)

· Place the employee on administrative leave (or in some cases sick leave) pending an investigation

· Notify the employee, verbally and in writing, that they are prohibited from coming to the worksite or other identified State property without prior approval and coordination with a designated agency    representative

· Contact the Attorney General’s Office to initiate a criminal investigation

· Assemble a Threat Assessment Team, as noted above, to determine the best course of action 

Indirect Threats, Stalking, Harassment, Bullying, Intimidation 

· Refer matter to your specific Department of Personnel or your Agency Personnel Representative
· Confront and counsel the employee and state that the behavior must stop and notify your supervisor  

· If the behavior does not cease, implement progressive disciplinary procedures   -OR-

· Determine if conflict resolution needs to occur among employees to diffuse the situation -OR-
· If there are indications of a possible medical or psychological illness, either coordinate a  “Fitness for Duty Exam” or direct the employee to obtain a work release from a personal physician and /or psychologist. Provide the employee with written instructions to have the physician review a letter that outlines the reasons for concerns and request the physician to make a statement in regard to fitness for duty.  Provide a copy of the employee’s job description  -OR-

· If other employees are expressing concern for their safety or are indicating that they feel they are working in a hostile environment, the urgency of the follow-up must be escalated 

· If appropriate, assemble Threat Assessment Team to determine best course of action  
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Bizarre, Inappropriate or Unsafe Behavior               

· Contact your specific Department of Personnel or your Agency Personnel Representative
· Confront and counsel the employee-give the employee an opportunity to explain reasons for the behavior

· If the behavior does not improve consider following the guidelines for the Alcohol and Drug Testing Program and consult with your specific Department of Personnel or your Agency Personnel Representative
· If appropriate, place the employee on sick leave and require him/her to obtain a release from personal physician. Provide the employee with written instructions to have the physician review a letter that outlines the reasons for concerns and request the physician to make a statement in regard to fitness for duty.  Provide a copy of the employee’s job description.

· Require a 2nd opinion, if necessary -OR-
· Coordinate a “Fitness for Duty” Exam

· If appropriate, assemble a Threat Assessment Team to determine the best course of action  

Most circumstances are unique and will require creative solutions to best fit the situation.  These are only guidelines and options for consideration. It is often best to seek the consensus of a threat assessment team either within your agency or as coordinated through Risk Management if the situation does not improve or other employees are expressing concern for their safety.   

Contacts:

Attorney General’s Office- Investigations Division          (775) 684-1152

Capitol Police - Chief                                                           (775) 684-4542

Risk Management Division-Safety                                      (775) 687-3190
Risk Management Division-Fitness for Duty

(775) 687-3194
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