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NAWCWPNS | NSTRUCTI ON 5530. 1

From Commander, Naval Air Warfare Center Wapons Division

Subj : WORKPLACE VI OLENCE PREVENTI ON, | NTERVENTI QN, AND
RESPONSE PLAN

Ref : (a) OPNAVI NST 5530. 14B
(b) NAWCWPNSI NST 12751.1
(c) Uniform Code of MIlitary Justice

Encl : (1) Workpl ace Energency Action Checkli st

1. Purpose. To establish policy, responsibilities, and
procedures for preventing workpl ace viol ence and responding to
events result-ing fromthreats of violence or acts of violence in
t he workplace. This instruction provides enpl oyees and
managenent a structure that identifies inappropriate behavior and
the avail able resources for resolution and response to such
behavi or.

2. Definition. Wrkplace violence is defined as an action
(wit-ten, verbal, or physical aggression) that is intended to
control or cause, or is capable of causing, death or serious
bodily injury to oneself or others or danage to property.

| nci dents of work-place violence could include intimdating or
har assi ng behavi or and threats.

3. Background. Workplace violence is recognized as a probl em
requiring special attention. As hostility escalates in society
in general, the possibility of acts of violence in the workpl ace
al so increases. W need to be able to identify individuals who
have exhi bited a potential for hostility or violence and refer

t hem for counseling and assistance. Acts of workplace viol ence
have secu-rity and | aw enforcenent inplications. Reference (a),
OPNAVI NST 5530. 14B, Departnent of the Navy Physical Security and
Loss Prevention, assigns the host command with the responsibility
for coordinating security and | aw enforcenent issues.

4. Policy. The Naval Air Warfare Center Wapons D vi sion
(NAWCWPNS) policy statenment on workpl ace viol ence applies to al
civil service, contractor, and mlitary personnel and is as
fol |l ows:

a. Al personnel have the right to a working environnent
free of harassnent, intimdation, or threats of any Kkind.
Personnel are expected to adhere to a standard of conduct that is
respect -
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ful and courteous to other nenbers of the work force. An
enpl oyee

can report threats or acts of violence to the command w t hout
fear of reprisal

b. Intimdation, threats, harassnent, assaults, or acts of
vi ol ence are unacceptable and will not be tolerated. |If ANY per-
son engages in such behavior, he or she is subject to
di sciplinary action per reference (b), NAWWPNSI NST 12751.1
Di sci plinary/ Adverse Personnel Actions or reference (c), Uniform
Code of MIlitary Justice, as appropriate. Such disciplinary
action may include renoval and/or prosecution to the fullest
extent of the law. In the event an incident involves conduct
t hat coul d be viewed as sexual harassnment, nothing in this
instruction is intended to supersede existing procedures and
pol i ci es.

5. Responsibilities

a. GCommanding Oficers/Oficer in Charge. The Commandi ng
Oficers of the Naval Air Wapons Station, Point Migu (NAWS PV,
and the Naval Air Wapons Station, China Lake (NAWS CL), are
responsi bl e for enmergency response and coordi nati on of assets
when an inci dence of workpl ace viol ence occurs or is considered
immnent. They also are responsible to issue guiding directives
for their respective commands. The O ficer in Charge, Wite
Sands M ssil e Range; Commanding O ficer of the Wapons Test
Squadron, Point Miugu; and Commandi ng O ficer of the Wapons Test
Squardron, China Lake; are responsible for the coordination of
assets when an incidence of workplace violence occurs or is
considered immnent. They are also responsible to issue guiding
directives for their respective commands.

b. Public Affairs Ofice (PAO. The PAOis responsible for
provi ding official responses to nmedia inquiries concerning
threats or incidents of violence. Al other enployees are
prohibited frominitiating or responding to nedia inquiries on
behal f of NAWCWPNS.

c. Human Resources Departnent (HRD). The HRD is responsible
for ensuring that proper coordination with all necessary groups
and individuals occurs when inappropriate behavior is reported in
t he workpl ace. The HRD i s responsible for providing advice and
gui dance to managenent in the areas of enpl oyee assistance and
counsel ing, disciplinary and performance based actions, and other
corrective actions that are deened necessary. The HRDis a prine
resource for managers and enpl oyees for training in the
prevention of workplace viol ence.

d. Supervisors and Managers. Supervisors and nanagers are
responsi bl e for noting changes in enpl oyee perfornmance, conduct,
and behavi or and for assisting the enployee to use avail abl e
resources in creating a safe and healthy work environnment. They
are responsi ble for knowi ng the avail able resources and prograns
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t hat provi de enpl oyee assi stance and counseling. Wen threats or
acts of violence cone to their attention, the nmanager or super-
vi sor should report the incident imediately to the appropriate

resource, e.g., law enforcenent, HRD, C vilian Enpl oyee Assis-
tance Program (CEAP), etc., and docunment observations and actions
with respect to all incidents of threatening, harassing, or

vi ol ent behavi or.

e. Enployees. Al nenbers of the work force are responsible
for their own behavior and are expected to interact responsibly
and in a professional manner with coworkers, supervisors, man-
agers, and support personnel at NAWCWNS. Enpl oyees are expected
to report pronptly to the appropriate resource any viol ence,
threats, acts of harassnent, or irrational behavior directed
agai nst them or others.

6. Available Resources. The follow ng personnel and teans are
avai |l abl e to assist in handling workplace violence or mnor inci-
dents or threats:

a. Mnagers and Supervisors. Mnagers and supervisors play
acritical role in the prevention, intervention, or response
proc-ess. They are usually the initial people to receive a
report or to observe threats, intimdation, or acts of violence
in the
wor kpl ace. They are tasked:

(1) To ensure the safety of enployees and the security of
t he wor kpl ace.

(2) Wth providing enpl oyees assistance and direction
when they have a problem

b. Violence Intervention Team (VIT). The VIT is a command
resource that nmanages the intervention and prevention process
i nvol ving mnor incidents and warning signs. An interdiscipli-
nary team it brings together an array of skills, know edge,
experience, and insight to the process. The primary focus of the
VIT is the prevention of workplace violence through intervention.
The role of the VIT is to investigate reports of intimdating or
har assi ng behavi or involving threats of workplace violence, to
assess the reported behavior, and to recomrend intervention
options to managenent with the aimof correcting enpl oyee
behavi or and preventing workpl ace viol ence. Menbership of the
VITis comprised, as a mninmum of the follow ng:

* Representative of Safety/Physical Security Departnent,
NAWS CL; or Security Departnent, NAWS PM (Leader)

Staff Judge Advocate

CEAP nenber

HRD representative

Fam |y Service Center (FSC) representative

Supervi sor of suspected enpl oyee

O fice of the General Counsel (OGC)
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The Conmanding Officer or Oficer in Charge can add additional
menbers.

c. Violence Response Team (VRT). This is a command resource
that responds to serious threats and/or acts of violence. It is
a multidisciplinary teamthat possesses the skills, training, and
know edge necessary to respond to and handl e acts of workpl ace
violence. The primary focus of the VRT is to provide the comuand
t he support and assistance to effectively respond to an incidence
of workplace violence. |In addition to the nenbers of the VIT,
the foll ow ng nmenbers conprise the VRT:

Commandi ng O fi cer

Executive Oficer

Command Duty O ficer

Law Enforcenment representative from NAWS CL or NAWS PM
Fire Division

Branch Medical Cdinic

Naval Crim nal Investigative Service
PAO

Chapl ai n

Uni on Representative

Any out si de agency as needed

7. Preventive Methods. There are two key elenents that can
prevent a potentially violent enployee from causing a viol ent
incident. First is recognizing the early warning signs (e.qg.,
erratic behavi or, obscene or abusive |anguage, direct or indirect
threats, irrational or aggressive behavior, intimdation, etc.)
and second, quickly intervening to assist the enpl oyee. Any
delay in addressing or responding to an incident or early warning
sign could confuse an al ready unstabl e enpl oyee and send the
message that such behavior is acceptable. The imediate
supervisor will play a crucial role in recognizing enpl oyee
changes and responding to early warning signs. Wile there is no
f ool proof system for detecting who m ght becone viol ent,
understanding the early warning signs and acting on them are
vital steps in getting help for the troubl ed enpl oyee and
averting possible tragedy. The NAWCWNS provi des enpl oyee

assi stance counseling and other ser-vices through the CEAP for
enpl oyees who experience difficulty. Obtain assistance by
contacting a CEAP representative or your conpetency Personnel
Managenment Advisor (PMA). This assistance is both voluntary and
confidential.

8. Enpl oyee Behavi or and Responses. |In consideration of this
command's policy of ensuring a safe workplace conducive to good
noral e and productivity, the follow ng types of enpl oyee behavi or
and responses are di scussed. These exanples are not al

i nclusive nor are the recommended responses mandatory. Any

enpl oyee who is in fear of inmm nent physical danger or injury
shoul d i medi ately contact |aw enforcenent by dialing 911

Encl osure (1), Workplace Energency Action Checklist, is provided
to supervisors and
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enpl oyees as guidance to assist in proper responses to workplace
emer genci es.

a. Behavior Changes. Behavior changes are defined as any
unusual or erratic behavior for that enployee. Supervisors nust
remain alert to noticeable changes in an enpl oyee' s behavi or,
wor k habits, or attitudes. These could be indications of
i ncreased stress or nental health problens. Sone exanples are
unexpl ai ned absences fromwork, a pattern of absences, changes in
wor k habits, |oss of productivity, or disruptive behavior with
ot her enpl oyees.

(1) Response to Change. |If these changes are noticed by
fell ow enpl oyees, report themto the supervisor. Once the super-
vi sor beconmes aware of or notices the changes personally, he or
she shoul d speak with the affected enployee to ascertain if he or
she is experiencing problens in his or her life. The supervisor
shoul d then informthe enpl oyee of the avail abl e resources.

(2) Resources. The resources available to an enpl oyee
who i s undergoi ng behavi or changes are the CEAP, FSC counsel ors,
Chaplain's Ofice, and HRD

b. Bizarre Behavior. Bizarre behavior is defined as erratic
or irrational behavior that negatively inpacts enpl oyee job per-
formance or is disruptive to the workplace. Such behavi or
i ncl udes wi de nood swi ngs, rude or inappropriate behavior, use
of obscene or abusive | anguage, irrational or aggressive
behavi or, etc.

(1) Response to Bizarre Behavior. |If a fellow enployee
noti ces the bizarre behavior, that enpl oyee should report it
imre-diately to the supervisor. Once the supervisor becones
aware of or notices the bizarre behavior, he or she should
counsel the enployee that such behavior is not tolerated. The
supervi sor shoul d encourage the enpl oyee to seek counseling
t hrough avail abl e resources. The supervisor should then contact
the PMA for guid-ance and assistance in how to resolve the
pr obl em

(2) Resources. The resources available to the enpl oyee
and the command for this type of behavior are the CEAP, FSC coun-
selors, HRD, and the VIT.

c. Intimdating Behavior. Intimdating behavior is defined
as the type of behavior that when directed agai nst another person
causes the person to feel unconfortable or to be placed in fear
of danger. Sone exanples of intimdating behavior are insinuat-
ing that acts of violence "could happen,"” veiled or conditional
threats, use of obscene or abusive | anguage, fist shaking or
"get-ting in the face" of another enployee, stalking another
enpl oyee, or touching another enployee in an inappropriate
manner .
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(1) Response to Intimdating Behavior. Any enployee who
is avictimof intimdating behavior or witnesses it, nust report
it to a supervisor immediately. Once a supervisor becones aware
of the situation, he or she should i mediately contact their PMA
for advice and gui dance in handling this problem The PMA shoul d
then consult with the VIT | eader to devel op a pl anned nanagenent
response, and if needed, to neet with the VIT to investigate,
assess, and reconmend intervention options to correct the
behavi or.

(2) Resources. The resources available to the conmmand
are the CEAP representative, FSC counselors, HRD, |aw
enforcenment, and the VIT.

d. Threat. A threat is defined as an expression of intent
to hurt, punish, or destroy, usually immnently. Threats can be
oral or witten and can be directed at a person in the imediate
vicinity or in another |ocation.

(1) Responses. Regardless of who nakes a threat
(civilian, mlitary, contractor, other Command personnel), the
enpl oyee’ s response is the sane. An enpl oyee who receives a
threat or hears a threat directed agai nst an individual wthin
t he wor kpl ace shall report it immediately to a supervisor. Once
the supervisor is made aware of a threat, he or she wll
determine if the threat is legitimate based on all the available
circunstances. |If the supervisor determ nes that a threat was
made, he or she will call |aw enforcenent i mediately. To the
best of his or her ability, the supervisor will insure the safety
of the victimuntil |aw enforcenent arrives. Law enforcenent
will respond and take appro-priate action. The Head,

Saf ety/ Physi cal Security Departnent, China Lake; Head, Security
Department, Point Migu, will determ ne which nenbers of the VRT,
if any, to notify and if their presence is needed.

(2) Resources. The resources available to the conmand
are law enforcenent, VIT, and VRT, depending on the nature of the
t hreat .

e. Wirkplace Violence. Violence is defined as the use of
physical force with the intent to injure, damage, or destroy in
t he wor kpl ace.

(1) Response. Enployees who are victinms of a violent act
in the workplace, will take only that action necessary to
preserve |ife and prevent further harm The enpl oyee shoul d
attenpt to | eave the area and report the incident by calling 911.
Anyone el se who observes an act of violence shall call 911
i medi ately. Law enforcenent will respond to the site and take
appropriate action. The Head, Safety/Physical Security
Department, China Lake; Head, Security Departnent, Point Migu,
will activate the VRT.



NAWCWPNSI NST 5530. 1
22 April 1998

(2) Resources. The VRT and all associ ated nenbers are
used in response to incidents of actual workplace violence.

9. lIncidents Qccurring Qutside the Wirkplace. A work-rel ated
threat or act of violence could occur away fromthe workpl ace.

For exanpl e, an enpl oyee m ght receive threats at home or m ght
encounter a disgruntled enployee in the community. Any enpl oyee
who is confronted outside Navy jurisdiction should inmediately
report the incident to the local police authorities. The

af fected enpl oyee nust report any such threats or acts of

vi ol ence to his or her supervisor as soon as possible. The
supervisor wll report the incident to the chairperson of the VIT
for action.

10. Post-Violence Action. Threats or violence on the personal
safety of enployees in the workplace usually have lingering
after- effects that nust be dealt with to restore enpl oyee's
mental and enotional well-being and enable themto resune full
productivity. Usually, the victimis not the only person

af fected by workpl ace violence. Wen the safety of one enpl oyee
is put in jeopardy, other enployees could al so experience a
reaction. Although reac-tion(s) to such vary anong i ndividual s,
i nci dents of workplace violence can have long-lasting effects
that seriously underm ne the productivity of enployees and

organi zations. Professional assistance is often required to

| essen the traumatic effects of such incidents. Accordingly, the
full range of appropriate coun-seling assistance, including
critical incident debriefing, is nmade avail able to any enpl oyee,
group, or organization that requires such assistance during the
aftermath of threats or violence in the workplace. Supervisors
shoul d be extrenely alert to the needs of their enpl oyees during
this time and ensure they receive the assistance required.
Supervi sors are encouraged to contact HRD to arrange professional
counseling services for their enployees.

11. Directive Responsibility. The Head, Human Resources
Depart-nent, Code 730000E, is responsible for keeping this
instruction current.

R B. Ornsbee
Acting

Di stribution:

L4
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WORKPLACE EMERGENCY ACTI ON CHECKLI ST

TYPES OF EMERGENCY | MVEDI ATE NEEDS CALL
NATURAL: Earthquake, Fire, Storm Fi re Depart nment 911
MEDI CAL: Accident, Illness, Injury, Medical 911

Heart Attack

VI CLENCE: Fi ghting, Physical Threats, Law Enf or cenment 911
Crinme, Bonb Threat

HAZIVAT: Chem cal / Fuel Spill s, Haz Mat 911
Noxi ous Funmes
If there is any danger of injury to anyone, | MVED ATELY:
e CALL 911. Use the nearest safe tel ephone.

e Report on the nature, extent, and | ocation of the
emer gency.

e Stay on the Iine and listen for instructions.
e Do not hang up until told to (unless it’s for your own
safety).

PROTECT HUMAN LI FE

« Make sure you are safe. Evacuate, escape, or hide, if
necessary.

» Make sure others are safe. Spread the alarm if necessary.
e Adm nister first aid or CPR, if qualified.
* Extinguish danger, if safe (e.g., fight fire).

PREVENT OR DELAY VIOLENCE, SU CIDE, OR FURTHER | NJURY

e Stay as calmas you can. Try to control your breathing.
Thi nk.

* If the person is talking to you, keep himor her talking.
Li sten. Ask questions.

« Try not to agitate, antagonize, or threaten the person.
Sit down. Fold your hands in front of you. Speak in a |ow,
clear voice. dve the person your full attention. Do not | ook
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out the wi ndow or door, but do think about places of safety
wi thin reach

e Try to establish a rapport with the person. Use his or her
name. Use “|” statenents (“1 feel the sanme way”) and “we”
statenents (“We have plenty of time to figure this out”) and
“they” statenents (“They shouldn’t have done that” or “W need to
tell themthat they were wong”).

START RECOVERY AS SOON AS POSSIBLE. (Get and use avail able
hel p.)

» Make sure you are OK.  You cannot help others effectively
until you have taken care of yourself. Ask a doctor or counsel or
to check you for injury, shock, or trauna.

e Look for others who m ght need help. Ask themif they are
OK. Take themto a doctor or counsel or.

CHI NA LAKE PO NT MJUGU
Civilian Enpl oyee Assistance Program 939- 2480 989- 8161

939- 0880 989- 3225
Fam |y Service Center 927- 1555 989- 8146



