






PURPOSE AND AUTHORITY

California SB 553 requires California employers to establish, implement, and maintain at all times in
all work areas an effective Workplace Violence





2. PROCEDURES FOR INVOLVING



3. WVPP IMPLEMENTATION & COORDINATION

In an effort to ensure that all employees understand their respecti



4. PROCE





6. EMPLOYEE COMMUNICATION

Employees should report any and all workplace violence related incidents, threats, and concerns
using the Workplace Violence Incident form located on the Hartnell College website or by
contacting the Director of Public Safety directly. Employees can also contact emergency services by
calling 9-1-1 if the threat/act of violence is imminent and serious.

When making a report of workplace violence, please include the following information (please note,
workplace violence does not include lawful acts of self-defense or defense of others):

1. Date
2. Time
3. Location
4. Type of workplace violence:

a. Type 1 = Committed by a person who has no legitimate purpose at the worksite
b. Type 2 = Committed by a person who does have a legitimate purpose at the worksite

(customer, client, patient, student, or visitor).
c. Type 3 = Committed by a present or former employee, supervisor, or manager.
d. Type 4 = Committed by a person who does not work at the workplace, but has or is known

to have had a relationship with an
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WORKPLACE VIOLENCE REPORTING FORM

THIS FO



Classification of Incident Location (Select One)
• At Workplace, Indoors

(Please Include Bldg.
Name/Room No.)

• At Workplace,
Outdoors (Please
Specify)

• Other Area (Please
Explain)

Type of Incident

☐ Physical Attack – no weapon/object

☐ Physical Attack – with weapon/object

☐ Threat of physical force and/or threat of use of a weapon/object

☐ Physical Assault - Hitting, fighting, pushing, or shoving

☐ Sexual assault/threat (incl. rape, attempted rape, physical display, or unwanted verbal/physical sexual contact)

☐ Bullying/Intimidation

☐ Other (specify)      

How was the incident communicated? (Check one or more)

☐ Communicated directly to victim ☐ Verbal ☐ Mail ☐ Note ☐ Email

☐ Communicated to another person ☐ Verbal ☐ Mail ☐ Note ☐ Email

☐ Other (specify)      
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Describe Incident in Detail
Include what happened, where, who was involved, what was heard, seen, etc. Also include the circumstances at
time of incident (i.e.: was the employee completing usual job duties, was the area poorly lit, was the work being
rushed, was the employee working during a low staffing level, was the employee isolated/aB兒怀la
aB兒怀





7. RESPONDING TO WORKPLACE VIOLENCE EMERGENCIES

In the event of an actual or potential workplace violence emergency, the steps taken will include, but
will not be limited to, the following:

a) Hartnell College’s mass notification system, currently Titan HST, will alert employees of the
presence, location, and nature of workplace violence emergencies. Alerts will be distributed
via the mass notification app, email, and text message. Employees are encouraged to
maintain current contact information at all times with Human Resources.

b) Employees will be instructed to either evacuate or shelter in place. An “all-clear”
communication will be sent to employees to confirm when it is safe to disable an evacuation
or shelter in place action.

c) Designated emergency response staff members or the present senior staff member will act to
respond to workplace violence emergencies as needed. Campus safety can be contacted for
assistance or employees can dial 9-1-1 if the event dictates the need for law enforcement to
respond.

d) Emergency procedures as outlined in the Emergency Response and Evacuation Plan.
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8. EMPLOYEE TRAINING

We will provide employees with initial training when the



9. HAZARD



10. HAZARD CORRECTION

The following procedures will be followed to correct workplace violence hazards in a timely
manner.

a) All employees have the responsibility to observe, identify, and report workplace
violence hazards.

b) The Director of Public Safety will follow the process, as outlined above in Section 6,
to evaluate and respond to the workplace violence hazard and take corrective action.
The effectiveness of the corrective action will be monitored.

c) The WVPP will be reviewed if a new hazard is identified and determines a need for
the plan to be revised.

i. The WVPP Sub-Committee and the Safety Committee will take the initiative
to obtain the active involvement of employees and employee representatives
in reviewing the plan. The WVPP Sub-Committee and the Safety Committee
will provide their recommendations to the IRC. The IRC will review the plan
and provide any additional feedback or questions. The IRC will provide its
recommendation to the HCC. The HCC will review the plan and provide any
additional feedback or questions. The HCC will provide its recommendation
to the President for district wide adoption of the plan.
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GENERAL SAFETY TRAINING RECORD LOG

SUBJECT COVERED

LOCATION OF TRAINING:

DATE OF TRAINING: NAME & QUALIFICATIONS OF TRAINER
(Years of related experience, designations, certifications, etc.)

EMPLOYEES NAME/TITLE/DEPARTMENT (print) SIGNATURE

Copy to Director of Public Safety and Vice President of Human Resources
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