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WORKPLACE VIOLENCE PLAN TEMPLATE 

Policy Title/ Number: WORKPLACE VIOLENCE PLAN/ #1111 

Policy Category/ Subcategory Health and Safety/ Crisis Plan 

Key Words Use of Force, Force, Assault, Self-Defense, Protection 

Effective Date:  

Review Date:  

Reviewed by:  

Next Review Date:  

Issuing Department:  

Approval Authority:  

Approved by: 
 

 

 

PURPOSE/ PLAN STATEMENT 
• Create and disseminate a clear policy of zero tolerance for workplace violence, verbal and nonverbal 

threats and related actions.   
• Ensure that managers, supervisors, coworkers, [students, patients, customers] and visitors know about 

this policy. 
• Ensure that no employee who reports or experiences workplace violence faces retaliation. 
• Encourage employees to promptly report incidents and suggest ways to reduce or eliminate risks.   
• Require records of incidents to assess risk and measure progress. 
• Outline a comprehensive plan for maintaining security in the workplace.  This includes establishing a 

liaison with law enforcement representatives and others who can help identify ways to prevent and 
mitigate workplace violence. 

• Assign responsibility and authority for the program to individuals or teams with appropriate training and 
skills.   

• Ensure that adequate resources are available for this effort and that the team or responsible individuals 
develop expertise on workplace violence prevention in health care and social services. 

• Affirm leadership commitment to a worker-supportive environment that places as much importance on 
employee safety and health as on other responsibilities. 

• Set up an organization wide briefing as part of the effort to address issues such as preserving safety, 
supporting affected employees and facilitating recovery. 
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APPLICABILITY 
 

This policy is applicable to all [patients, students, customers], visitors, and staff members who enter all 
organization facilities. 

 
DEFINITIONS 
 

• Workplace violence - threatening statements or behavior, physical assault, damage to property, or 
verbally abusive comments that are made in the workplace and/or affects the workplace behavior of a 
caregiver, visitor or patient. 

 
• Verbal Abuse—any verbal expression issued with the intent of creating fear or intimidation in another 

individual, or group of individuals, or verbal remarks or comments expressed in a loud, harsh or 
threatening tone of voice or in a joking manner within the workplace. 

 
• Physical Abuse—any intentional actions which may include touching, gestures, pushing, striking, 

stalking or any unwanted intrusion of “reasonable space” of an employee.  Any intentional use of an 
object that may be used as a weapon against an individual. Any threat, or threat/display of a weapon that 
would cause a  reasonable apprehension of serious bodily harm. 

 
• Creating a Hostile Work Environment—any intentional non-physical actions that can be considered 

as intimidating or harassing with the intent of creating an environment that has the purpose or effect of 
unreasonably interfering with an individual’s performance, or where behaviors create a hostile or 
threatening work environment.   

 
• Weapons— an object or thing designed or used for inflicting bodily harm or physical damage, including 

but not limited to, firearms, clubs, explosives or any other object that could be used or perceived as 
potentially dangerous to another person within the workplace. 

 
• Damage—any abuse or damage to workplace, patient, or caregiver property. 

 
• WPV—Workplace Violence. 

 
• WPVRAT—Workplace Violence Risk Assessment Team. 

 
AREAS OF RESPONSIBILITY 
LEADERSHIP  
Organizational leadership provides the motivation and resources to deal effectively with workplace 
violence.  The visible commitment of management to worker safety and health is an essential precondition for 
its success.  Organizational leadership can demonstrate its commitment to violence prevention through the 
following actions: 

• Create and disseminate a plan to supervisors and employees that expressly disapproves of workplace 
violence, verbal and nonverbal threats, and related actions. 

• Take all violent and threatening incidents seriously, investigate them, and take appropriate corrective 
action. 

• Outline a specific plan for maintaining security in the workplace. 
• Assign responsibility and authority for the program to individuals or teams with appropriate training and 

skills.  This means ensuring that all managers and employees understand their obligations. 
• Provide necessary authority and resources for staff to carry out violence prevention responsibilities. 
• Hold supervisors and employees accountable for their performance. 
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• Take appropriate action to ensure that supervisors and employees follow the administrative controls or 
work practices. 

• Institute procedures for prompt reporting and tracking of violent incidents that occur in and near the 
establishment. 

• Encourage employees to suggest ways to reduce risks and implement appropriate recommendations 
from employees and others. 

• Ensure that employees who report or experience workplace violence are not punished or otherwise 
suffer discrimination. 

• Work constructively with other parties such as lessees, local police, and other public safety agencies to 
improve the security of the premises. 

 

DETAILED PROCEDURE STATEMENT - WORKSITE VIOLENCE ANALYSIS 
Common Risk Factors for Workplace Violence 

• Contact with the public 
• Exchange of money 
• Delivery of passengers, goods, or services 
• Working alone or in small numbers 
• Working late night or early morning hours 
• Working in high-crime areas (NIOSH, 1996) 
• The increasing presence of gang members, drug or alcohol abusers, or distraught/ angry family members 

 
The presence of multiple risk factors or a history of workplace violence indicates the need for a focused 
plan and training. 
 
Hazard Analysis 
Review the record and past incidents in the last 2-3 years at each location.  The following questions may be 
helpful in compiling information about past incidents: 
 

• Has your organization or your employees dealt with an armed intruder incident (robbery, active shooter, 
threat with a weapon, etc.) during the last 2-3 years?  Did injuries occur due to these incidents? 

• Have employees been assaulted in altercations? 
• Have employees been victimized by other criminal acts at work?  What kind? 
• Have employees been threatened or harassed while on duty?  What was the context of those incidents? 
• In each of the cases with injuries, how serious were the injuries? 
• In each case, was a firearm involved?  Was a firearm discharged?  Was the threat of a firearm 

used?  Were other weapons used? 
• What part of the organization was the target of the violent incident(s)? 
• At what time of day did the incident(s) occur? 
• How many employees were on duty? 
• Were the police called to your organization in response to the incident(s)?  When possible, obtain 

reports of the police investigation. 
• What tasks were the employees performing at the time of the incident(s)?  What processes and 

procedures may have put employees at risk of assault?  Similarly, were there factors that may have 
facilitated an outcome without injury or harm? 

• Were preventive measures already in place and used correctly? 
• What were the actions of the victim during the incident?  Did these actions affect the outcome of the 

incident in any way? 
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Although homicides make the headlines, most incidents of workplace violence involve situations other than 
homicide.  These situations include threats and verbal abuse, physical assaults, fistfights, domestic and romantic 
disputes, and harassment. 
 
Most incidents of workplace violence can be categorized into one of four types: 
 

• Type I Perpetrators: are individuals or groups who have no legitimate relationship to the 
workplace.  They usually enter the workplace to commit a robbery or other criminal act.  Terrorist acts 
involving the workplace are considered Type I. 

 
• Type II Perpetrators: are customers or clients who are either a recipient or the object of services or 

products provided by the organization, or have a legitimate relationship with it (e.g., vendors, 
contractors, or visitors).  The risk of violence could result from enraged, out-of-control customers, 
contractors or visitors. 

 
• Type III Perpetrators: are individuals who have an employment relationship with the organization as a 

current or former employee, supervisor or manager.  Some of the risks include harassment, romantic 
obsession, fighting, suicide and physical retaliation after discipline, or termination. 

 
• Type IV Perpetrators: are individuals who have a personal relationship, or perceived emotional 

relationship, with a current or former employee and are usually a friend, acquaintance, relative, 
boyfriend, girlfriend or domestic partner.  Romantic triangle conflicts, domestic violence and stalking 
can arise from these perpetrators. 

 
OSHA can and will cite uncontrolled hazards under the General Duty Clause, thus it is important to develop a 
comprehensive workplace prevention program 
 
 A Workplace Violence Prevention program should include: 

• Management commitment and employee involvement 
• Worksite analysis 
• Hazard prevention and control 
• Safety and health training and  
• Recordkeeping and program evaluation 

 
Workplace Security Analysis: 
Identify hazards, conditions, operations, and situations that could lead to violence.  The assessment process 
includes the following: 

• Analyze incidents, including the characteristics of assailants and victims.  Give an account of what 
happened before and during the incident and note the relevant details of the situation and its outcome. 

• Identify any apparent trends in injuries or incidents relating to a particular worksite, job title, activity, or 
time of day or week.  The team or coordinator should identify specific tasks that may be associated with 
increased risk. 

• Identify factors that may make the risk of violence more likely, such as physical features of the building 
and environment, lighting deficiencies, lack of telephones and other communication devices, areas of 
unsecured access, and areas with known security problems. 

 
Evaluate the effectiveness of existing security measures.  Assess whether those control measures are being 
properly used and whether employees have been adequately trained in their use. 
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DETAILED PROCEDURE STATEMENT - HAZARD PREVENTION AND 
CONTROLS 
The locations that are most attractive have large amounts of cash on hand, obstructed views, poor outdoor 
lighting, and easy escape routes.  Studies confirm that offenders do not choose targets randomly but, instead, 
consider environmental factors.  There are many prevention techniques that organizations can implement to 
help prevent workplace violence.  These techniques can include, but are not limited to: 
 
Pre-employment screening: The best way to prevent workplace violence is to not hire potentially violent 
people.  Employers that use effective hiring practices often reduce the likelihood of hiring people who are more 
prone to exhibiting violent behavior.  Some of the more effective screening practices are written job 
applications, interviews, reference checks, police/criminal background checks, and post job offer drug tests. 
 
Emergency Response Plan: Workplace violence risk reduction plans should include well-defined emergency 
response procedures for non-traumatic threats and acts, as well as traumatic events.  A relationship with outside 
support services (police, fire, ambulance, hazardous materials, etc.) should be developed and maintained.  Give 
specific attention to reporting and investigation procedures, counseling and terminating difficult 
employees.  Other important components include procedures to avoid further trauma, trauma response, media 
relations and critical incident stress debriefing, recover and continuity of services. 
 
Engineering Controls and Workplace Adaptation: Engineering controls remove the hazard from the 
workplace or create a barrier between the worker and the hazard.  The following physical changes in the 
workplace can help reduce violence-related risks or hazards in retail establishments: 

• Control access employee ID cards. 
• Use silent and personal alarms to notify police or management in the event of a problem. 
• Install physical barriers such as bullet-resistant windows to protect employees from assaults and 

weapons. 
• Assess any plans for new construction or physical changes to the facility or workplace to eliminate or 

reduce security hazards. 
• Install and regularly maintain alarm systems and other security devices, panic buttons, hand-held alarms 

or noise devices, cellular phones and private channel radios where risk is apparent or may be 
anticipated.  Arrange for a reliable response system when an alarm is triggered. 

• Evaluate/ identify workspaces that can be barricaded or provide refuge during a critical incident.  
 
Administrative and Work Practice Controls 
Administrative and work practice controls affect the way employees perform jobs or specific tasks.  The 
following examples illustrate work practices and administrative procedures that can help prevent incidents of 
workplace violence: 

• Integrate violence prevention activities into daily procedures, such as checking lighting, locks, etc. to 
help maintain worksite readiness. 

• Adopt proper emergency procedures for employees to use in case of a security breach. 
• Establish systems of communication in the event of emergencies.  Employees should have access to 

working telephones in each work area, and emergency telephone numbers should be posted by the 
phones. Any alarm and/or intercom system should be easily heard in all areas of every building. 

 
Employee Assistance Program (EAP): An EAP can be an excellent resource for helping employees and their 
families cope with a variety of problems.  Some of the more common problems that EAPs specialize in include 
domestic abuse, drug and alcohol abuse, stress, and credit problems. 
 
Violence Prevention Team: The Crisis Management/Threat Assessment team approach is a proven critical 
element in the workplace protection plan.  The team should be comprised of representatives from functional 
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areas of the company who work together to ensure that the workplace violence prevention plan is properly 
implemented and supported. 
 
The Crisis Management Team: 

• receives incident reports 
• makes the initial situational assessment 
• involves threat assessment professionals as needed 
• directs the workplace violence prevention initiative  
• administers, communicates, and maintains the workplace violence prevention policy 

 
Team members should have the knowledge to coach managers and supervisors who are confronted with 
potentially violent situations, including safely handling difficult consultations, downsizing and dangerous 
terminations. 
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CONFLICT RESOLUTION TECHNIQUES 

Following are techniques that supervisors and employees often use to resolve conflicts that arise in the 
workplace. 
 

• Watch a person’s body language – clenched teeth and/ or fists, perspiration, shallow breathing, red face 
or pale with rage. 

 
• Don’t engage the person in public – he/she may escalate if they feel embarrassed and/or be emboldened 

by the attention from others.  If possible, move to another location (with an exit opportunity) with a 
colleague(s) or witness(es) to attempt de-escalation.   
 

• Breathe deeply – count to 10. 
 

• Be calm, show confidence, and speak at a lower volume than is being used.  This will tend to de-escalate 
aggressive behavior. 

 
• Never verbally attack the person; work directly on solving the problem. 

 
• Keep your emotions under control at all times.  When emotions are high, communication is low so never 

allow yourself to reach the boiling point.  Don’t lose your temper or make sudden, aggressive gestures. 
 

• Consider the other person’s point of view first.  Are there common themes that can lead to a 
solution?  Try to start with something positive.  Don’t assume that your position is the right one. 
 

• When the person says something you agree with say, “I agree with you on that point” or something 
comparable.  Agree to disagree.  Even if you don’t agree with what the other person is saying, never tell 
them that you think they are wrong. 

 
• Avoid using responses that can add frustration such as “Because are the rules” or “I can’t help you/ 

don’t have the authority to help you with that” 
 

• Be honest with the person.  If you don’t understand something don’t be afraid to say, “I don’t 
know.”  When necessary, ask for more information. 

 
• Avoid using language that is vague.  Use language that is clear and concise so that the person knows 

exactly what you are talking about. 
 

• Always listen carefully to what the other person is saying.  Paraphrase what you think they are saying to 
make sure you understand exactly what the problem is. 

 
• Identify points of common interest.  Compromise with the person, when possible, and never make 

demands. 
 

• If you reach an impasse, ask a question such as, “What do you think the best solution to this problem 
is?” 
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• Never accuse the other person of anything and avoid using sarcasm or hostility toward the person.  
Stating that you are calling the police or security should not be used as a de-escalation tactic unless you 
are actually about to do so – this should not be used as a threat, but as a statement of intent. 

 
• If the situation escalates out of control, immediately evacuate the premises and contact security and the 

local police. 
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VIOLENCE WARNING SIGNS CHECKLIST 

Please check all that apply to the individual in question.  One or two signs alone do not necessarily classify the 
person as being violent.  Individuals exhibiting multiple warning signs should be monitored closely. 
 

� Never in a good mood and always feels as if he/she is a victim of his/her surroundings. 
 

� Disruptive or concerning behavior. 
 

� Very controlling and is often obsessed with one or more people. 
 

� Has a history of harassment (including sexual harassment) of others in the organization. 
 

� Makes vague threats or comments that can be perceived as threats. 
 

� Very difficult to joke around with and very rarely laughs. 
 

� Has a criminal record or a record of drug and/or alcohol abuse. 
 

� Has a fascination with weapons. 
 

� Believes in conspiracy theories and hates the government/ established authority. 
 

� Recent decline in his/her performance. 
 

� Makes others around him/her uncomfortable. 
 

� Recently gone through a traumatic experience, such as a divorce, death or family member/friend, loss of 
employment. 

 
� Seems withdrawn and disinterested. 

 
� Usually blames failures on others and holds on to resentment. 

 
� Becomes defensive when confronted with problems. 

 
� Suffers from recent physiological and psychological changes, such as fluctuations in body weight, loss 

of sleep, depression, or suicidal tendencies. 
 

� Complains when asked to do something beyond what is written in his/her job description and or what is  
expected of him/her. 

 
� Has a history of high absenteeism. 

  



Template Provided by Reflex ProtectTM 12 

SAFETY AND HEALTH TRAINING 

Supervisor and Employee Training:  
 

It is essential to communicate to all employees a clear understanding of what the early indicators of potential 
violence look and sound like, and what is considered inappropriate behavior in the workplace.  Clearly defining 
and communicating that inappropriate behaviors are unacceptable and will not be tolerated is an important step 
in the risk reduction process.  Action must then be taken when inappropriate or threatening behaviors 
occur.  Taking action will show that the behaviors are not condoned, reduce the uneasiness and fear of co-
workers, and begin the intervention process. 
 
The ability to take action depends on knowing that the problem or threat exists.  Sometimes, in the aftermath of 
an undeniably violent event, comments by interviewed employees indicate prior awareness of a problem but 
failure to report it to management.  Reasons for not reporting include not wanting to get involved, worrying 
about causing someone to lose their job, denial, and fear of becoming the perpetrator’s target of retaliation. 
 
Training both employees and supervisors assures that they understand the company’s Violence Prevention 
Program.  The relevant topics to train employees and supervisors on include: 
 

• The extent of workplace violence 
• The company policy and disciplinary actions for violating this policy 
• Warning signs of potentially violent people 
• Reporting procedures 

 
Employees need instruction on the specific hazards associated with their job and worksite to help them 
minimize their risk of assault and injury.  Such training would include information on potential hazards 
identified in the workplace, and the methods to control those hazards.  Topics may include the following: 
 

• An overview of the potential risk of assault 
• Operational procedures that are designed to reduce risk 
• Proper use of security measures and engineering controls that have been adopted in the workplace 
• Behavioral strategies to defuse tense situations and reduce the likelihood of a violent outcome, such as 

techniques of conflict resolution and aggression management 
• Emergency action procedures to be followed in the event of a violent incident 
• The location and operation of safety devices such as alarm systems, along with the required maintenance 

schedules and procedures 
• Ways to protect oneself and coworkers, including use of the “buddy system” 
• Policies and procedures for reporting and recordkeeping 
• Policies and procedures for obtaining medical care, counseling, workers’ compensation or legal 

assistance after a violent episode or injury 
 
The purpose of recordkeeping is to store information concerning incidents of workplace violence.  Some 
records may be required include: 

• OSHA log 
• Employer’s First Report of Injury or Illness 
• Employee training records 
• Facilities inspection 
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Records Employers Should Keep 
 
Recordkeeping is essential to the program’s success.  Good records help employers determine the severity of 
the problem, evaluate methods of hazard control and identify training needs.  Records can be especially useful 
to large organizations and for members of a business group or trade association who “pool” data.  Records of 
injuries, illnesses, accidents, assaults, hazards, corrective actions, patient histories and training can help identify 
problems and solutions for an effective program. 
 
Important Records: 
 

• OSHA Log of Work-Related Injury and Illness (OSHA Form 300).  Employers who are required to keep 
this log must record any new work-related injury that results in death, days away from wok, days of 
restriction or job transfer, medical treatment beyond first aid, loss of consciousness or a significant 
injury diagnosed by a licensed healthcare professional.  Injuries caused by assaults must be entered on 
the log if they meet the recording criteria.  Employers must report any worker fatality within 8 hours and 
any amputation, loss of an eye, or hospitalization of a worker within 24 hours. 

 
• Medical reports of work injury and supervisors’ reports for each recorded assault.  These records should 

describe the type of assault, such as an unprovoked sudden attack or patient-to patient altercation; who 
was assaulted; and all other circumstances of the incident.  The records should include a description of 
the environment or location, potential or actual cost, lost work time that resulted and the nature of 
injuries sustained.  These medical records are confidential documents and should be kept in a locked 
location under the direct responsibility of a healthcare professional. 

 
• Records of incidents of abuse, verbal attacks or aggressive behavior that may be threatening, such as 

pushing or shouting and acts of aggression toward other clients.  This may be kept as part of an 
assaultive incident report. 

 
• Documentation of minutes of safety meetings, records of hazard analyses and corrective actions 

recommended and taken. 
 

• Records of all training programs, attendees and qualifications of trainers. 
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USE OF FORCE PRINCIPLES TEMPLATE 

Policy Title/ Number: USE OF FORCE PRINCIPLES/ #1112 

Policy Category/ Subcategory Health and Safety/ Crisis Plan 

Key Words Workplace violence, Verbal Abuse, Physical Abuse, Hostile Work 
Environment, Weapons, Workplace Violence 

Effective Date:  

Review Date:  

Reviewed by:  

Next Review Date:  

Issuing Department:  

Approval Authority:  

Approved by: 
 

 

 
PURPOSE/ PLAN STATEMENT 
To provide guidance and direction regarding the use of force for dealing with resistive and combative persons 
while minimizing risks of physical injury to staff, customers. visitors, security officers, and others.  When 
justified, staff members will employ only that level of force necessary to protect the safety of staff, patients and 
others.  Security Officers will have additional working knowledge of (insert applicable state) statutes and 
regulations related to the use of force and the organization’s Interpretive Guidelines regarding the use of 
weapons.   
 
APPLICABILITY 
 

This policy is applicable to all [students, patients, customers], visitors, and staff members who enter any [insert 
organization name] facilities. 

 
AREAS OF RESPONSIBILITY 
This policy covers for all persons acting on behalf of (insert organization name and affiliates) and all persons 
on the property of (insert organization name and affiliates). 

 
DEFINITIONS 
Staff:  Any employee of the organization. 
 
Security Officer:  Any member of the Security Services authorized by organizational leadership to use 
physical force, defensive tools or tactics in the performance of their assigned duties. 
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Threat:   

1) Any person, animal, or object that is presenting a danger to themselves or others.   
2) Any person resisting arrest or resisting being lawfully controlled.   
3) Any animal that presents a danger to others and is not under the control of a person. 

 
De-escalation:  The use of any tactic or technique, to include a level of force less than legally justified, that is 
intended to or may be useful in reducing tension, stress, or a potential for conflict or violence, in order to 
potentially manage a use of force incident. 

 
Exigent Circumstances: Those circumstances that would cause a reasonable person to believe a particular 
action in necessary to prevent physical harm to an individual, or the destruction of property. 
 
Immediate Danger: An immediate danger is a present danger that is next in order and not separated by space 
or time. For example: A person who has shot someone and is able to shoot someone else is an immediate 
danger. 
 
Imminent Danger: An imminent danger is an anticipated danger that is likely to happen very soon/ is about to 
happen. 
 
Objectively Reasonable: The determination that the necessity for using force and the level of force used is 
based upon the individual’s evaluation of the situation in light of the totality of the circumstances known to the 
individual at the time force is applied and upon what a reasonable, prudent and properly trained person would 
use under the same or similar situation. 
 
Reasonable Apprehension:  A reasonable belief of the possibility of imminent injury or death at the hands of 
another that justifies a person acting in self-defense against the potential attack. 
 
Serious Bodily Injury: "Serious bodily injury" means bodily injury that: 
• creates a substantial risk of death; 
• causes serious permanent disfigurement or protracted loss or impairment of the function or process of a 

bodily member or organ; or, 
• at the time of injury, can reasonably be expected to result in serious permanent disfigurement or 

protracted loss or impairment of the function or process of a bodily member or organ. 
 
Physical force:  The use of hands, other parts of the body, objects, instruments, or other physical methods to 
restrain, subdue, or control a person who is actively resisting arrest or lawful control. 
 
Intermediate force:  Force that has been shown and is recognized by the 9th Circuit Court as having an 
increased likelihood of causing physical injury, therefore requiring a higher level of justification.  Intermediate 
force includes the use of a conducted electrical weapon in probe mode, batons, and strikes designed to 
incapacitate directed at target areas that have a greater probability of injury such as the face or groin. Officers 
may use the listed defensive tools only if authorized and have been through the organization’s certified training 
program: 
  

• Reflex Protect Presidia GelTM 
• Other Examples: 

o MANDT 
o MOAB techniques 
o NVCI techniques 
o Handcuffs  
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Deadly physical force: Physical force that under the circumstances of its use is readily capable of causing 
death or serious bodily injury. 

 
DETAILED PROCEDURE STATEMENT  
Statutory law permits the use of force by all staff.  Applicable state law requires that the force be “reasonable 
under all circumstances”.  In addition, our company does not condone the use of force unless necessary to 
prevent harm to one’s self or others.  The organization allows only the use of that level of force which is 
necessary and lawful under the circumstances.  Staff will use no more force than necessary and reasonable 
under the facts and circumstances present at the time of the particular incident.   
 
 
THREAT RISK ASSESEMENT 
Use of force is justified (by policy and legal standards) when a threat includes ALL three of the following 
elements: 

INTENT 
The threatening subject must demonstrate an intent to inflict physical injury or resistance upon another.  
Resistance = Controlling another person through body language and/or verbalization. 

 
MEANS 
The threatening subject must have the physical capability to carry out the articulated/perceived 
aggression or resistance. 

 
OPPORTUNITY 
The threatening subject must have access to a person and/or objects (which can be personal weapons) to 
carry out the articulated/perceived aggression. 

 
SAFETY PRIORITIES 
In use of force incidents all staff members shall follow the established process for analyzing safety priorities: 

• What is the threat? 
• How dangerous is the crime? 
• How dangerous is this subject and to whom? 

 
PROCEDURES 
Staff may use only that level of force that is reasonable and necessary to bring an incident under control.  Force 
may be used in self-defense, in the defense of others, in defending property, to restrain an individual to prevent 
self-harm, including to prevent escape if leaving the establishment is likely to result in harm to the individual or 
others.  It is the responsibility of each staff member to use good judgment in determining the appropriate level 
of force to use to overcome a threat to safety. The level of force used must be objectively reasonable based upon 
the totality of the situation confronting the staff member at the instant the decision to use force is made. Staff 
members should utilize the use of force training provided by the Organization, knowledge of policy and 
procedures, and their experience and common sense, as guides to assist them in making these decisions.  
 
De-escalation techniques should be used if possible, prior to the use of force.  If de-escalation attempts fail, 
trained staff are authorized to use department-approved, non-deadly physical intervention techniques, and 
company issued equipment.   
 
A staff member will not threaten to use force that is not justified. 
 
Staff is not required to use force and may restrain from the use of force even when justified if the staff member 
believes the use of force is not appropriate under the circumstances. 
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Techniques taught in organization’s violence prevention training (e.g. MANDT, Management of Aggressive 
Behavior - MOAB, Crisis Prevention Intervention - CPI, Non-Violence Crisis Intervention - NVCI) should be 
used when applicable.   
 
Staff must use verbal warnings or commands whenever feasible, prior to and during the application of physical 
force. 
 
Staff members will advise a supervisor of use of force incidents requiring a written report as soon as reasonably 
possible. Use of force incidents requiring a report include the presentation, use, or threatened use of any 
defensive tool. 
 
Staff must report to a supervisor any staff that uses excessive force on a threat or who fails to follow use-of-
force procedures.  Staff will cooperate with all investigations.  Staff members are subject to disciplinary action 
up to and including immediate termination for abuse of use of force or failure to report abuse. 
 
DEFINING FORCE LEVELS 
These guidelines group levels of force in general categories. When deciding force options each staff member 
must review the options available based on the totality of the circumstances confronted at the time the force 
option is needed. Staff members confronted with different levels of resistance may need to respond to that 
resistance through the use of improvised weapons or instruments that they are not trained to use but are 
reasonable based on the totality of the circumstances. The following are general guidelines, not precise 
definitions which neatly fit every situation. 
 
LEVEL 1 

• Constructive Authority – Command Presence and its accompanying authority - NOT 
CONSIDERED PHYSICAL FORCE 

o Constructive authority does not involve actual physical contact with the subject but involves the 
use of the staff member’s authority to exert control over a subject. 
 

• Communication – Communication Skills - NOT CONSIDERED PHYSICAL FORCE 
o The use of good communications skills to gain compliance is always preferred over the use of 

physical force; however, communication skills are not always appropriate or effective. It is 
preferred that when using any degree of force above the communications skills level that said 
force be accompanied with verbal directions or commands when practical. 

 
LEVEL 2 

• Physical Contact – Low to Medium Physical Contact Tactics  
o Physical contact that is passive or non-threatening such as simply touching a subject or 

subjecting them to simple escort techniques encouraging them to move. When using these 
techniques, it is preferred that they be accompanied with verbal directions or commands if the 
security officer or staff member is able to do so without undue risk. 

 
LEVEL 3 

• Physical Control – Medium Physical Control Tactics  
o Physical control is the application of Reflex ProtectTM causing a low to medium intensity pain to 

subjects offering active to combative resistance. Other accepted techniques in this category rely 
on the application of graduated pain to achieve compliance. When using this level of force, it is 
preferred that it is accompanied by verbal directions or commands if the staff member is able to 
do so without undue risk. 
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LEVEL 4 
• Serious Physical Control – serious physical counter measures  

o Serious physical control methods have a high degree of risk for injury and could result in serious 
injury and death. The use of Reflex ProtectTM to achieve serious physical control measures 
should be used when the staff member is confronted with an immediate threat. When using this 
level of force, it is preferred that it be accompanied with verbal directions or commands if the 
officer is able to do so without undue risk. 

 
LEVEL 5 

• Lethal Force – lethal options  
o Lethal force is force that is employed by a staff member for the purpose of causing, or which the 

staff member knows to create a substantial risk of causing, death or serious bodily injury. When 
lethal force is justified the means by which such force is applied is irrelevant. When using this 
level of force, it is preferred that it is accompanied with verbal directions or commands if the 
staff member is able to do so without undue risk. 

 
DEFINITIONS OF RESISTANCE 
These definitions outline levels of resistance in general terms. Staff members are often involved in situations 
which are tense, uncertain and rapidly evolving. When determining the level of resistance encountered each 
staff member must look at the totality of the situation they are confronting.  
 
Compliant: Subject offers no resistance and complies with all requests, commands and orders. 
 
Passive or Static Resistance: The subject refuses to comply with the staff member’s verbal requests or 
commands. 
 
Active Resistance: A subject actively resists when they take affirmative action to defeat a staff member’s 
ability to take them into custody by balking, becoming dead weight, and/or grasping and holding onto a solid 
object in order to not be moved. The subject physically resists verbal requests and commands and/or attempts to 
gain physical control of the situation by pulling away, attempting to escape or powering through a control hold. 
 
Assaultive Resistance: The subject presents an immediate threat by demonstrating a willingness to engage in a 
physical assault through verbal challenge and/or assaultive behavior during attempts to physically control 
them.  Assaultive resistance is where a subject presents an immediate threat and has an intention to cause bodily 
harm as demonstrated through their actions. 
 
Combative Resistance: The subject actively assaults the staff member by biting, punching, kicking, etc. 
Combative resistance is where the subject has an intention to cause serious bodily harm and is considered an 
immediate threat as demonstrated through their actions. 
 
Lethal Resistance: The subject engages in any type of force that under the totality of the circumstances in 
which it is used is capable of causing death or serious bodily injury. Lethal resistance is where the subject has 
an intention to cause death or serious bodily injury, which can be demonstrated through the use of a weapon, 
superior strength or other tactical advantage. 
 
GENERAL PROVISIONS 

• Use of physical force should be discontinued when resistance ceases or when law enforcement 
authorities arrive and take over direction and control of the incident. 
 

• Physical force shall not be used against individuals that are physically restrained, except as objectively 
reasonable to prevent their escape or prevent imminent bodily injury to the individual or another person. 
In these situations, the level of force used shall be objectively reasonable. 

 



Template Provided by Reflex ProtectTM 19 

USE OF NON-LETHAL FORCE 
When de-escalation techniques are not effective or appropriate, a staff member may consider the use of non-
lethal force.  Staff members are authorized to use organization approved non-lethal force techniques and issued 
equipment they are certified to use: 

• To protect yourself or others from imminent danger or immediate danger by using Reflex Protect 
• Deploying Reflex ProtectTM stop or subdue any individual who is physically combative 
• To bring an unlawful situation safely and effectively under control 

 
Warning 

• Where feasible, staff members shall warn of their intent to use Reflex ProtectTM non-lethal force. 
 
 
USE OF DEADLY FORCE 
Staff members are authorized to use deadly force when it is objectively reasonable under the totality of the 
circumstances. The use of deadly force is justified when one or both of the following apply: 

• To protect staff members or others from what is reasonably believed to be an immediate danger or threat 
of death or serious bodily injury 

• To prevent escape of a fleeing suspect when the staff member has probable cause to believe that the 
fleeing subject intends to cause serious bodily injury or death, and the staff member reasonably believes 
that there is an imminent danger of serious bodily injury or death to the staff member or others if the 
subject is not immediately stopped 

 
Warning 

• Where feasible, staff members shall warn of their intent to use deadly force. 
 
Restrictions on Deadly force 

• Deadly force shall not be used against person(s) whose actions are a threat to only themselves or to 
property. 

 
DUTY TO RENDER AID 
Staff members shall ensure that any person injured or believed to be injured through the use of force receive the 
appropriate first aid and/or professional medical attention.  If medical personnel are available, the staff will 
relinquish care to medical professionals. Medical assistance shall be obtained for any subject who has sustained 
an injury as soon as reasonably possible. 

• All injuries sustained by a subject and the treatment that was administered will be carefully documented 
in the staff member’s report. 

• Whenever a subject has visible injuries as a result of a use of force or complains of injuries that are not 
visible as a result of a use of force, the involved staff members will: 

• Render all necessary aid as soon as safe and practical; 
• Summon law enforcement, medical, and administrative responders to the scene when necessary; 
• Transport, or arrange for appropriate transport of the subject to a medical facility when 

necessary; and, 
• Properly document the injuries on the appropriate report forms. 

 
DUTY TO INTERVENE 
Any staff member present and observing another staff member using force that is clearly beyond that which is 
objectively reasonable under the circumstances should, when in a position to do so safely, intercede to prevent 
the use of such excessive force. Staff members shall promptly report these observations to a supervisor. 
 
TRAINING 
All staff members shall receive training, on use of force policy and standard operating procedures (SOP’s). 

• Additional training shall be provided on a regular and periodic basis which is designed to: 
• Provide techniques for the use of and reinforce de-escalation techniques; 
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• Provide techniques and tools (and the use of tools) for using non-lethal force; 
• Simulate actual force situations and conditions as are reasonable and practical; and, 
• Enhance staff members’ discretion, decision making and judgement in using non-lethal and 

deadly force in compliance with the use of force policy. 
 

• All use of force training will be documented. 
 
STAFF MEMBER ASSISTANCE  
In the event a staff member engages in deadly force or is seriously injured in response to an incident, the 
Organization will provide mental and emotional health counseling services at no expense to the staff member. 
The supervisor may mandate at least one appointment for the staff member and select a qualified medical or 
mental health professional to provide the necessary assistance. The utilization and scope of such services are 
considered confidential unless the mental health professional independently determines the staff member should 
not immediately return to regular duty. In that case, the mental health professional shall notify the supervisor, in 
writing, of that determination and what steps the organization should take to assist the staff member in returning 
to full status. 
 
In the event a staff member employs deadly force or is seriously injured in response to an incident, the 
organization will make mental and emotional health counseling services available to members of the staff 
member’s immediate family at no expense to the staff member. The utilization and scope of such services are 
completely optional and shall remain confidential. 
 
The organization shall provide involved medical and mental health professionals and counselors with whatever 
incident details they request in order to deliver their services. This specifically includes school counselors if the 
staff member has school age children and agrees to the release of the information. Any questions about whether 
or not information may be released and any limitations on its use shall be referred to Legal Counsel. 
 
Review of Use of Force Incidents 
All use of force incidents will be reviewed by a Supervisor and/or organizational leadership. 
 
Managers/Executives will be responsible for the initial review of all incidents involving the use of force to 
include physical control techniques and applied restraints approved for use in escalated situations. 
 
Managers, in conjunction with at least one other manager or a director, will review all incidents involving the 
use of force where non-approved techniques were used or any defensive tool was presented, used, or threatened 
to be used. 
 
Post Use of Force: 
Once an individual has been either properly restrained and or brought under control, staff shall administer first 
aid to any injuries that he/she observes or if medical personnel are available, the staff will relinquish care to 
medical professionals. Medical assistance shall be obtained for any subject who has sustained an injury as soon 
as reasonably possible. 
 
 
  



Template Provided by Reflex ProtectTM 21 

 

LEGAL REFERENCES 

NOTE: Consult legal counsel for city, county, and state applicable laws.  Below is an example of 
applicable Montana laws. 
 
MT CODE ANNOTATED 
 
45-3-102. Use of force in defense of person.  
A person is justified in the use of force or threat to use force against another when and to the extent that the person 
reasonably believes that the conduct is necessary for self-defense or the defense of another against the other person's 
imminent use of unlawful force. However, the person is justified in the use of force likely to cause death or serious bodily 
harm only if the person reasonably believes that the force is necessary to prevent imminent death or serious bodily harm 
to the person or another or to prevent the commission of a forcible felony.  
 
45-3-103. Use of force in defense of occupied structure.  
(1) A person is justified in the use of force or threat to use force against another when and to the extent that the person 
reasonably believes that the use of force is necessary to prevent or terminate the other person's unlawful entry into or 
attack upon an occupied structure.  
(2) A person justified in the use of force pursuant to subsection (1) is justified in the use of force likely to cause death or 
serious bodily harm only if:  
     (a) the entry is made or attempted and the person reasonably believes that the force is necessary to  
          prevent an assault upon the person or another then in the occupied structure; or  
     (b) the person reasonably believes that the force is necessary to prevent the commission of a forcible  
          felony in the occupied structure. 
 
45-3-104. Use of force in defense of other property.  
A person is justified in the use of force or threat to use force against another when and to the extent that the person 
reasonably believes that the conduct is necessary to prevent or terminate the other person's trespass on or other tortious or 
criminal interference with either real property, other than an occupied structure, or personal property lawfully in the 
person's possession or in the possession of another who is a member of the person's immediate family or household or of a 
person whose property the person has a legal duty to protect. However, the person is justified in the use of force likely to 
cause death or serious bodily harm only if the person reasonably believes that the force is necessary to prevent the 
commission of a forcible felony.  
 
45-3-105. Use of force by aggressor.  
The justification described in 45-3-102 through 45-3-104 is not available to a person who:  
(1) is attempting to commit, committing, or escaping after the commission of a forcible felony; or  
(2) purposely or knowingly provokes the use of force against the person, unless:  
      (a) the force is so great that the person reasonably believes that the person is in imminent danger of  
           Death or serious bodily harm and that the person has exhausted every reasonable means to escape            
           the danger other than the use of force that is likely to cause death or serious bodily harm to the  
           assailant; or  
     (b) in good faith, the person withdraws from physical contact with the assailant and indicates clearly to  
          the assailant that the person desires to withdraw and terminate the use of force, but the assailant  
          continues or resumes the use of force.  
 
46-6-502. Arrest by private person.  
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(1) A private person may arrest another when there is probable cause to believe that the person is committing or has 
committed an offense and the existing circumstances require the person's immediate arrest. The private person may use 
reasonable force to detain the arrested person.  
(2) A private person making an arrest shall immediately notify the nearest available law enforcement agency or peace 
officer and give custody of the person arrested to the officer or agency.  
 
45-3-108. Use of force in resisting arrest.  
A person is not authorized to use force to resist an arrest that the person knows is being made either by a peace officer or 
by a private person summoned and directed by a peace officer to make the arrest, even if the person believes that the arrest 
is unlawful and the arrest in fact is unlawful.  
 
46-6-104. Method of arrest.  
(1) An arrest is made by an actual restraint of the person to be arrested or by the person's submission to the custody of the 
person making the arrest.  
 

(2) All necessary and reasonable force may be used in making an arrest, but the person arrested may not be subject to any 
greater restraint than is necessary to hold or detain that person.  
 

(3) All necessary and reasonable force may be used to affect an entry into any building or property or part thereof to make 
an authorized arrest.  
 
45-3-106. Use of force to prevent escape.  
(1) A peace officer or other person who has an arrested person in custody is justified in the use of force to prevent the 
escape of the arrested person from custody that the officer or other person would be justified in using if the officer or 
other person were arresting the person.  
 

(2) A guard or other peace officer is justified in the use of force, including force likely to cause death or serious bodily 
harm, that the guard or officer reasonably believes to be necessary to prevent the escape from a correctional institution of 
a person whom the guard or officer reasonably believes to be lawfully detained in the institution under sentence for an 
offense or awaiting trial or commitment for an offense.  
 
45-3-110. No duty to summon help or flee.  
Except as provided in 45-3-105, a person who is lawfully in a place or location and who is threatened with bodily injury 
or loss of life has no duty to retreat from a threat or summon law enforcement assistance prior to using force. The 
provisions of this section apply to a person offering evidence of justifiable use of force under 45-3-102, 45-3-103, or 45-3-
104.  
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WEAPON RESTRICTION POLICY TEMPLATE 

Policy Title/ Number: WEAPONS RESTRICTION POLICY/ #1113 

Policy Category/ Subcategory Health and Safety/ Crisis Plan 

Key Words Weapon Restriction, Weapon Safety 

Effective Date:  

Review Date:  

Reviewed by:  

Next Review Date:  

Issuing Department:  

Approval Authority:  

Approved by: 
 

 

 
PURPOSE/ PLAN STATEMENT 
The purpose of this policy is to restrict the introduction of weapons into any of the organization’s facilities to 
ensure the safety and security of our [students, patients, customers], staff, and visitors.   
 
APPLICABILITY 
This policy applies to all [students, patients, customers], employees, temporary/contracted staff, and visitors that 
requires special access to organization facilities. 
 
AREAS OF RESPONSIBILITY 
This policy is applicable to all [students, patients, customers], visitors, and staff members who enter any [insert 
organization name] facilities. 

 
PROCEDURE DETAILS 
Weapons including, but not limited to firearms, knives with a blade longer than 4”, or pepper spray shall not be 
permitted on site, with the exception of actively certified Law Enforcement Personnel and staff trained and 
certified in the deployment of Reflex Protect Presidia GelTM for the purpose of protecting themselves or others 
from the threat of or actual physical harm. 
 
Unless responding to a criminal event requiring the use of a weapon, Law Enforcement Personnel entering the 
building shall be asked to remove their sidearm and to secure it in the lockbox provided.  The Officer will be 
given a key to the lockbox and pertinent doors to keep in their possession while responding to the area.  
Individuals that come onto property carrying a weapon will be asked to remove their weapon and store it offsite 
before returning.  If it is not possible for the person to leave the premises, Security will be called to the person’s 
location.  Security will put the weapon in a bag, mark it with the person’s name, and place the weapon in the  
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building’s safe.  When the patron leaves, the weapon will be relinquished to the owner. Individuals possessing a 
Conceal and Carry Permit will not be allowed to carry weapons on property.  This policy takes precedence over 
a (corresponding area) Conceal and Carry Permit. 
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ARMED INTRUDER RESPONSE PLAN 
TEMPLATE 

Policy Title/ Number: CODE #:___________ (Name for the code that will be used in this 
situation to alert staff and security of an armed intruder situation) 
 
Active Shooter & Person with a Weapon or Hostage Situation/ 
#1114 
 

Policy Category/ Subcategory Health and Safety/ Crisis Plan 

Key Words Gun, weapon, hostage, active shooter 

Effective Date:  

Review Date:  

Reviewed by:  

Next Review Date:  

Issuing Department:  

Approval Authority:  

Approved by: 
 

 

 
PURPOSE/ PLAN STATEMENT 
The purpose of this policy is to provide guidance when responding to an armed intruder that maybe determined 
to be an active threat (active shooter) or hostage taker. 
 
APPLICABILITY 
This policy is applicable to all [students, patients, customers], visitors, and staff members who enter all 
organization facilities. 
 
AREAS OF RESPONSIBILITY 
This policy is applicable to all [students, patients, customers], visitors, and staff members who enter any [insert 
organization name] facilities.  

DEFINITIONS 
Active Shooter: A person or persons actively engaged in killing or attempting to kill people in a confined or 
populated area. 
 
Hostage Situation: Holding someone against their will with the use of force that may include the use of a 
firearm, knife or other weapon.  
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PROCEDURE DETAILS 
 

CODE #:__________________ 
 

1st Staff Person who encounters an aggressive, combative individual with a weapon should, if safe to do so: 
1. Initiate a CODE #:________ response. 

 
2. Dial or delegate someone to dial building security at (insert corresponding number here) to report 

CODE #:_______ and provide following information: 
a. Caller name and call back number. 
b. Location of the event. 
c. If weapons are involved, what type, how many.   
d. The physical description and number of perpetrators. 
e. If the perpetrator is still on the scene or direction and mode of travel if the perpetrator left scene. 
f. Any other useful information. 

 
3. Secure immediate area if possible, by removing spectators and isolating the perpetrator. 

 
4. Call 9-1-1, as appropriate. 

 
1st Staff person many have to Escape, Deny, or Defend (see all staff response below) before performing the 
above-mentioned steps. 
 
ALL STAFF RESPONSE 
Upon overhead announcement “CODE #:________ and (location of event) x3”, all employees will: 

1. Avoid the impacted area(s). 
 

2. Lockdown their units, offices, or area(s) of responsibility. 
 

3. Keep all visitors/customers as calm as possible during the event, leading them to a safe location as 
appropriate for the critical incident. 

 
4. If the subject has the potential to impose bodily injury to staff, visitors or customers, implement 

ESCAPE, DENY, DEFEND! 
 

ESCAPE: escape the danger zone by evacuating the building immediately if you have a clear exit, 
avoiding the perpetrator(s).  If there are no clear exits which avoids the path of the perpetrator(s), staff 
should then… 
 

DENY: deny the intruder(s) access to you (close/lock all doors and immediately begin to barricade the 
room to make entry into the room by the perpetrator(s) more difficult).  If you are able to safely escape 
out of a window or alternate exit in the locked room, you should evacuate the building immediately.  If 
you are not able to use an alternate means of evacuation in the locked and barricaded room, continue to 
intensify your barricade and prepare to defend as necessary, until such time that the situation 
necessitates you to… 
 

DEFEND: physically defend yourself and others.  Look for items within the room which could be used 
to defend yourself if the perpetrator(s) is able to breech your barricade and force entry into the room 
(Reflex ProtectTM, fire extinguishers, chairs, sharp objects, pipes, etc.).   
 
The choice to Escape, Deny, or Defend will be determined by location proximity to intruder(s), and 
other relevant factors to the situation (yours or other’s mobility, care for others, etc.) 
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5. Manager/Executive: upon hearing the overhead announcement you should make a decision on further 
actions to take place at the unit level for security measures (i.e., evacuate those around you, lockdown 
the area, initiate ESCAPE, DENY, DEFEND). 
 

6. Staff, [students, patients, customers], and visitors must NEVER GO TO THE CODE #:____ AREA. 
 

7. Unless you are initially activating CODE #:_______________avoid calling the operators and 
dispatchers to keep lines free for emergency response. 

 
ADMINSTRATIVE ASSISTANT/ SECURITY DISPATCHER RESPONSE: 
 

1. Verify with the caller that 9-1-1 was called. If not, the operator will immediately connect the caller to 9-
1-1 and listen in on the call so the information will not need to be repeated and losing valuable time. 
 

2. Initiate CODE #:__________ procedure and make an overhead announcement three times with 
location. 

 
3. Dispatch Security Officers. 

 
4. Contact 9-1-1 with all available information. 

 
5. Monitor appropriate surveillance cameras. 

 
6. When the incident is resolved, communicate three times stating that the CODE #:___________ is 

resolved. 
 
 
SECURITY OFFICER RESPONSE: 

1. Don response vests/ protective gear if available. 
 

2. Initiate electronic/manual lockdown in areas which will prevent the perpetrator from roaming the 
building freely.  

 
3. One security officer (or designee) should meet local law enforcement and pass off any incident and 

building specific information including keys and building drawings.   
 

4. Available Security Officers shall respond to the PERIMETER of the CODE #:________ area and 
facilitate egress of employees, customers, and visitors. 
 

5. Available Security Officers shall make every reasonable attempt to secure the perimeter of the CODE 
#:___________ area by preventing ingress to the area through locking doors, cordoning off and/or using 
verbal commands to avoid the area.  

 
6. Available Security Officers shall adjust the perimeter as safety requires and turn over control of the 

perimeter to local law enforcement on their arrival.  
 
 
LOCAL LAW ENFORCEMENT RESPONSE 
 

1. Arrive to the scene, isolate, contain and attempt to negotiate a peaceful resolution of the threat or 
hostage situation.  
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2. When local law enforcement and administrative staff arrive, as much as possible of the following 
information should be made available: 

a. The type of disturbance  
b. Threats and demands made  
c. Type and number of weapons thought to be in the aggressor’s possession 
d. Number and location of nonparticipating persons who are still in the area  
e. Precise area controlled by the aggressor  
f. Floor plan of the area, location and extension of telephones in the area 
g. Identity/description of aggressors. 

 
 
Incident Command 
Initially the organizational leadership, security manager or the senior Security Officer on duty shall assume 
incident command for the situation and shall coordinate with local law enforcement and other emergency 
response agencies on additional details of the overall incident response (Unified Incident Command).  
Depending on the situation, the command center may be mobile and not in typical locations. 
 
Event Location 
Campus Events are defined as any event at organization owned or leased spaces including the main buildings 
and campuses. 
 
Off Campus Events are defined as events at any other location, to include offsite facilities or approved 
functions: 

• If an employee at an Off-Campus site witnessing an event otherwise justifying a     CODE 
#:__________Active Shooter they shall call 9-1-1 and report the event to the police first, and then 
notify the Security Dispatcher at (insert corresponding number), who shall contact Security and 
Administration.  

• The Local Police Department or Sheriff Department will be the primary responders to Off Campus 
Events.  
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STAFF HANDBOOK ALIGNMENT TEMPLATE 

 
VIOLENCE PREVENTION 
Threats of imminent violence, violent incidents, or dangerous or emergency situations should be reported 
immediately to local police at 911. 
 
The Organization is committed to promoting and maintaining a safe and secure working environment for its 
[students, patients, customers], staff, and visitors. Violent behavior, threats of violence, or physical intimidation 
will not be tolerated in the organization workplace. If such conduct occurs, it should be promptly reported to the 
proper authority and investigated. The organization will take appropriate action in response to reports of such 
conduct. Staff members found to have violated this policy will be subject to disciplinary action, which may 
include immediate dismissal. In addition, the organization may assist in pursuing civil penalties, criminal 
penalties, or other appropriate action against the offender. [For schools only - Student offenders will be subject 
to the Code of Student Responsibilities and/or Student Handbook in addition to this policy.] 
 
Anyone who believes that he or she is a victim of threatening or violent conduct in the workplace, or who 
observes such behavior or believes a credible threat of such behavior exists, should immediately report the 
conduct. Those who make such reports in good faith will be protected from any retaliatory employment actions. 
 
PROHIBITED CONDUCT 
Prohibited conduct in the organization’s workplace includes violent behavior, physical attacks, verbal or 
physical threats of violence, physical intimidation, stalking, violation of a protective or restraining order, and 
property damage committed by or against any staff or [student, patient, customer] of the 
organization.  Prohibited conduct does not encompass lawful acts of self-defense or the defense of others.   
 
Each staff member or [student, patient, client] who receives a protective or restraining order which lists 
organization-owned or leased premises as a protected area is required to provide the Security Department/ 
School Resource Officer or designated official with a copy of such order. Retaliation against any individual for 
reporting a concern in good faith, or assisting in an investigation, will not be tolerated. 
 
Staff members facing personal situations that involve violence or the potential for violence are encouraged to 
seek confidential counseling assistance through resources available to them. 
 
RESPONSIBILITIES 
The prevention of violence is a shared responsibility. It is up to each staff member to help make our 
organization a safe workplace for all of us.   Specific responsibilities are described below.  
 
Everyone at Organization is responsible for:  

• Reporting violent incidents or threats of imminent violence to local police; 
• Reporting warning signs of actual or potential violent or hostile behavior that may affect the workplace 

as soon as possible to local police, your supervisor, or Human Resources; 
• Being alert to behaviors or attitudes that may be indicators of disruptive, threatening, or violent 

behaviors such as:  
o recent changes in behavior, appearance, or demeanor;  
o work or personal crisis; withdrawal from normal activities or contacts;  
o substance abuse;  
o threats or references to violence or self-harm;  
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o possession of or fascination with weapons; and,  
o expressions of being wronged, humiliated, or degraded. 

 
• Their own behavior by interacting responsibility with fellow staff members, supervisors, [students, 

patients, customers] and visitors; 
• Being familiar with organization policy and procedures regarding violence; 
• Cooperating fully in investigations/assessments of allegations of violence; and, 
• Informing appropriate personnel about restraining or protective court orders related to domestic 

situations so that assistance can be offered at the work site. 
 
Supervisors (Person-in-Charge) are additionally responsible for: 

• Ensuring  awareness of this policy by staff, as well as part time, substitute or intern/ in-training staff 
within your areas of supervision;  

• Taking all reported incidents of violence seriously; 
• Deciding the threat level required and if it is necessary to have staff members position students/patients 

for safety; 
• Announcing any lockdowns, whether full facility or parts of the facility; 
• Giving simple, clear instructions; 
• Contacting emergency service or appropriate chain of command personnel as soon as practical 
• Investigating all acts of violence, threat, and similar disruptive behavior in a timely fashion and taking 

the necessary action(s); 
• Providing feedback to staff members regarding the outcome of their reports regarding violent or 

potentially violent incidents; 
• Taking appropriate steps to protect those who report threatening behavior from retaliation. 
• Requesting, where appropriate, assistance from functional area expert(s); 
• Being cognizant of situations that have the potential to produce violent behavior and promptly 

addressing them with all concerned parties; 
• Encouraging staff members who show signs of stress or evidence of possible domestic violence to seek 

assistance, such as the Staff member Assistance Program; and 
• Assuring, where needed, that staff members have time and opportunity to attend training, e.g., conflict 

resolution, stress management, etc.; and, 
• Participating in planning and response efforts to mitigate the risk of workplace violence. 

 
Administrative Assistants are responsible for: 

• Following the directions of the person-in-charge 
• Locking doors to the administrative offices 
• Assisting with communication as directed 
• Participating in conducting threat assessments, when requested 

 
Lead Staff/ Teachers are responsible for: 

• following the directions of the person-in-charge 
• confirming presence of patients/students against attendance list 
• if directed to, “secure the building” 

- if safe to do so, checking the area immediately outside the office/ room/ wing/ classroom for 
[students, patients, customers, other staff] and bringing them inside 

- locking office/ hospital room/ classroom doors 
- covering any windows 
- turning off all lights 
- ensuring that all [students, patients, customers, other staff] remain in the classroom/ 

room/wing/office 
- ensuring that all [students, patients, customers, other staff] and visitors remain calm and quite 
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- keeping door closed and locked at all times unless directed to by the person-in-charge or the 
correct term of identification is used by the person requesting entry 

- deciding if it is necessary to position [students, patients, customers, other staff] and visitors for 
safety 

- standing by for further instruction 
 
 
Human Resources is responsible for: 

• Notifying local police of threats of violence reported to Human Resources or the Organization’s 
Administration Office; 

• Assisting in assessing and investigating allegations of workplace violence raised by staff members, 
supervisors, and/or managers, as requested; 

• Providing advice and counsel regarding personnel rules and regulations;  
• Overseeing disciplinary action against staff members who have violated the policy; 
• Taking appropriate steps to protect those who report threatening behavior from retaliation;  
• Offering training courses to assist staff members to deal with situations which may lead to potential 

violence, e.g., conflict resolution and stress management; 
• Offering training courses to assist staff members to deal with situations in response to violence, e.g. 

active resistance training, reflex defender training;  
• Ensuring the effective implementation of this policy by collaborating with hiring units/departments; 
• Coordinating preventive measures to encourage a safe and secure workplace; and,   
• Reviewing this policy annually and revise it as appropriate to enhance its effectiveness. 

 
Maintenance Staff is responsible for: 

• Following directions of the person-in-charge; 
• Locking doors to all assigned rooms/ locations;  
• If directed to “secure the building” begin locking all exterior doors; and, 
• In the event of an external environmental threat such as chemical spill, turn off ventilation system and 

begin sealing all entrances with appropriate material. 
 
Students/Patients are responsible for: 

• Following directions of the teachers/ nursing staff; 
• If there is no teacher in the classroom/ nurse in the wing, close the door, take cover, and wait for the all-

clear signal; 
• If unsupervised, quickly get to a supervised classroom/ supervised wing if possible, otherwise take 

shelter out of sight and wait for the all-clear signal; 
• if in the bathroom or other general area, take shelter out of sight and wait for the all-clear signal; 
• remaining calm and quiet and alert 

 
Customers/Visitors are responsible for: 

• following the directions of the person-in-charge; 
• remaining in the room and assisting staff as requested 

 
 

Recognizing the Levels of Violence and Response 
Potential or actual violent situations among staff members usually escalate if not defused. Violence and the 
warning signs that typically occur can usually be identified at three levels. It should be noted that anyone or 
combination of warning signs at the three levels may be indicative of a potentially violent situation. The 
following is an attempt to delineate warning signs and the appropriate response. There is no fail-safe way of 
presenting this information to staff members. Because each situation will be different, all staff members shall 
not be prevented from using their own good judgment and discretion when responding to workplace violence 
incidents. 
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Level One (Early Warning Signs) 
The person is: 

• intimidating/bullying; 
• discourteous/disrespectful; 
• uncooperative; and/or, 
• verbally abusive. 

 
Response When Early Warning Signs Occur at Level One 

• Observe the behavior in question. 
• Report concerns to your supervisor to seek help in assessing/responding to the situation. If the 

offending person is the reporting staff member's immediate supervisor, the staff member should notify 
the next level of supervision. If the offending person is not a staff member, the supervisor of the staff 
member reporting the incident is still the appropriate individual to receive and provide initial response. 

• Document the observed behavior in question. 
• Supervisor should Meet with the reporting staff member to discuss concerns. 

 
Level Two (Escalation of the Situation) 
The person: 

• argumentative; 
• refuses to obey rules and policies; 
• sabotages equipment and steals property for revenge; 
• verbalizes wishes to hurt others; 
• sends threatening message(s) (paper, email, social media, etc.) to another; and/or, 
• sees self as a victim (me against them). 

 
Response When the Situation Has Escalated to Level Two 

• Secure your own safety and the safety of others.  
• If warranted, Call 911 and other appropriate emergency contacts for that particular facility, particularly 

if the situation requires immediate medical and/or law enforcement personnel. 
• Immediately Contact the supervisor and, if needed, the supervisor will contact other appropriate 

official(s), such as functional area experts, to seek help in assessing/responding to the situation. 
• Document the observed behavior in question. 
• Supervisor should Meet with the staff member to discuss concerns and, if appropriate, begin or continue 

progressive discipline. 
 
Level Three (Further Escalation – Usually Resulting in an Emergency Response) 
The person displays intense anger resulting in: 

• suicidal threats; 
• physical fights; 
• destruction of property; 
• display of extreme rage; and/or, 
• utilization of weapons to harm others. 

 
Response When Situation is a Level Three Emergency 
Any individual observing violent or threatening behavior which poses an immediate danger to persons or 
property is expected to: 

• Take immediate action.  Secure your own safety and the safety of others.  Follow emergency plans and 
training.  Use any combination of ESCAPE, DENY, DEFEND strategies necessary to improve your 
survivability and that of others.   

• Call 911 and other appropriate emergency contacts, particularly if the situation requires immediate 
medical and/or law enforcement personnel. 

• Cooperate with law enforcement personnel when they have responded to the situation. 
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INCIDENT REPORT FORM 

 
Report Date/Time: ____________________________________________ 
 
Confidentiality 
Distribution of this document is limited to Organization Personnel. Access should only be granted to those with an 
organizational-related need-to-know or Law Enforcement Authorities actively conducting an investigation. If you have 
any questions pertaining to the distribution of this document, please contact Admin/Legal. 
 
Report Completed By: 
Name:   _________________________________________________________ 
Title:      ________________________________________________________ 
Phone:  _________________________________________________________ 
E-mail:  _________________________________________________________ 
 
Incident Summary: 
Type of Incident: _______________________________________________________________________ 
 
Location(s) of Incident:__________________________________________________________________ 
 
Duration (start to finish):_________________________________________________________________ 
 
 
Incident Details: 
Be specific on what started the incident. State: who, what, when, where, why, and how. 
Were persons injured? Was property damaged? Did emergency personnel respond? Explain below.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Did law enforcement respond?           Yes                  No 
 

• If yes, have authorities initiated an investigation?            Yes              No  
 
Name of lead investigator _________________________________________ 
 

Contact info for lead investigator ___________________________________ 
 

Police report number _____________________________________________ 
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Notification Process: 
List the notification steps taken during the incident 

� Automatic warning or alarm activation 
� Audible alert 
� Mass notification 
� Chain of command notifications 

 
 
Systems and Equipment: 
What worked well and what did not? 
 
 
 
Do equipment or alert systems need repair or replacement? 
 
 
 
Specific equipment or system changes/fixes needed. 
 
 
 
Post Incident Documentation: 
Was there a basic cause (gaps in security, communications failure)? 
 
 
 
What could/should have prevented the incident? 
 
 
 
What action, responsibilities, or processes need review? 
 
 
 
Impact on organization (none, downtime, lost revenue, legal liability, reputation) 
 
 
 
 
Attachments: 

� Alert logs/messages 
� Photographs 
� Police/First responder reports 
� Emails 
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USE OF FORCE SUPERVISOR CHECKLISTS 

 
In most critical incidents, actions required by policy can be easily missed due to the confusion of the event and 
low frequency of occurrences.  The intent of the supervisor checklist is to ensure that all actions required by policy 
have been performed following a critical incident, such as an active shooter. Note that blank spaces have been 
provided for the organization to add references to governing policies or orders or legal codes.   
 
Guidance for editing the checklist 

1. The checklist must closely reflect policy and practices 
2. Preceding the checklist is a short policy statement for direction on what is expected 
3. The lists must be kept short and concise.  This will require discipline when editing 
4. The list should only cover necessary tasks 

 
 
Use of Force Policy Statement 
Use of force is justified (by policy and legal standards) when a threat includes ALL three of the following 
elements: 
 

INTENT 
The threatening subject must demonstrate an intent to inflict physical injury or resistance upon another.  
Resistance = Controlling another person through body language and/or verbalization. 
 
MEANS 
The threatening subject must have the physical capability to carry out the articulated/perceived 
aggression or resistance. 
 
OPPORTUNITY 
The threatening subject must have access to a person and/or objects (which can be personal weapons) to 
carry out the articulated/perceived aggression. 

 
 
The degree of force used depends on what the employee perceives as reasonable and necessary under the 
circumstances at the time he or she decides to use force.  The application of any level of force is justified only 
when the employee reasonably believes that it is necessary to defend himself or herself or others. 

 
Employees shall employ the minimum force reasonably necessary to accomplish a legal objective.  Employees 
may use multiple levels of force to overcome an increasingly dangerous threat. Therefore, employees must 
understand how to recognize an increasing or decreasing level of threat and respond appropriately.  When 
applying this policy, employees shall not unreasonably or unnecessarily endanger themselves or the public. 
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Supervisor Name:_______________________________ 

Title:__________________________________________ 

Date of Incident: ________________________________ Location of Incident:____________________________ 

 
BEFORE APPLYING METHODS OF FORCE 

 
YES 

 
NO 

Did the threat elements of Intent, Means, and Opportunity exist?   
Did the employee receive training on all devices or force tactics authorized by the organization?   
Did the employee demonstrate proficiency in all devices or force tactics authorized by the organization?   
Did the employee use/store authorized devices in the prescribed manner?   
Did the employee demonstrate understanding, (through testing) of the organization’s use-of-force policy, as 
outlined in policy#__________? 

  

   
 
APPLYING NON-DEADLY FORCE 

 
YES 

 
NO 
 

In response to a threat, were verbal control tactics employed?   
If verbal control failed and the threat continued to be combative, were de-escalation techniques employed?   
Were higher levels are necessary?   
Was Reflex Protect used?   
   
 
APPLYING DEADLY FORCE 

 
YES 

 
NO 
 

Did the employee reasonably believe an immediate threat of death or serious bodily harm exist prior to use of 
deadly force? 

  

If feasible, was warning given that deadly force would be used?   
   
 
REVIEW OF FORCE INCIDENTS 

 
YES 

 
NO 
 

Could lesser force techniques have been used to reasonably de-escalate the threat?   
Did the employee apply the most appropriate non-lethal technique or device to the incident to best de-escalate and 
control it? 

  

Did the employee use a device authorized by the organization and for which he or she had been trained and 
demonstrated minimal proficiency? 

  

Were objects, instruments, or tools used as weapons, when not designed nor specifically authorized to be used as 
such? 

  

Did the employee unnecessarily draw or exhibit Reflex Protect?   
Did any injury to employees, offenders, or others result from the use of force?   
In handling the incident requiring the application of force, did the employee properly communicate with the 
supervisor? 

  

Did all participants to the incident involving the use of non-lethal force complete appropriate documentation?   
Was law enforcement notified?   
If law enforcement authorities are involved, was the scene and devices used preserved/turned over as evidence?   
If policy requires, was an internal administrative investigation initiated?        Policy #__________   
Was any psychological follow-up conducted with any employee involved in the incident?   
Was organization policy clearly understandable and relevant to the incident?   
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Documentation and Follow Up 
 

� Coordinate the documentation of the incident by all participants. 
 

� Ensure that non-lethal devices are replaced as soon as possible. 
 

� Ensure that all warning systems are functional. 
 

� Coordinate with law enforcement to provide needed materials. 
 

� Review all policies/ update as needed, following updating procedures. 
 

� Review need for additional staff trainings. 
 

� Monitor employees for signs of stress, including post-traumatic stress disorder. 
 

� Ensure that employees are supplied with information about counseling and mental health services. 
 

� Ensure that follow-up counseling services are provided to employees, if necessary. 
 

� Monitor follow-up counseling and administrative sessions, as necessary, to ensure that all appropriate 
mental health and legal protocols have been followed. 
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USE OF FORCE REPORT  
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