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WORKPLACE VIOLENCE PREVENTION PROGRAM  

PURPOSE / SCOPE 

An unfortunate reality of our times is the realistic, personal exposure each of us has to violence or threats of 
violence as we conduct our day-to-day work activities.  These threats may come from external sources or from 
within. It is the policy of Winger Companies, herein referred to as Winger, to not tolerate any workplace violence 
or threats of violence.   

It is our goal to assure the safety of employees as much as possible and take reasonable precautions to protect 
employees from violent acts. To that end, we have established a Workplace Violence Prevention Program, related 
policies and procedures, and a Threat Assessment Team including representatives from each operating area and 
local agencies to evaluate threats of violence and take appropriate actions.   

Winger’s Workplace Violence Prevention Program is in compliance with OSHA’s 1996 and 2004 guidelines. To 
comply with the update, the key objectives of Winger’s Workplace Violence Prevention Program include: 

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

Copies of our program and related policies/procedures will be provided for each employee and are also available 
from each manager and supervisor.  

This program also addresses both workplace and corporate/institutional bullying. Bullying is being heavily 
discussed on a national scale. Many experts agree that the name-calling, humiliation and intimidation that comes 
along with bullying has become a silent epidemic throughout America's work force. And because workplace 
bullying, is not illegal in any of the 50 states, those affected often have few options available when it occurs. This 
program will discuss the options available to both employees and the employer in the event bullying occurs in the 
workplace. 

DEFINITIONS 

CORPORATE/INSTITUTIONAL BULLYING occurs when bullying is entrenched in an organization and becomes accepted as 
part of the workplace culture.

EXTERNAL THREATS are those caused by outsiders including strangers, clients/customers, other contractors and 
threats that result from employee personal relationships.   

INTERNAL THREATS are those caused by co-workers inside the workplace.   

WORKPLACE is defined as any location, either permanent or temporary, where employees conduct work related 
activities on behalf of the company.  This includes our Home Office and parking lot facilities, job sites, company 
vehicles and traveling to and from work assignments. 

WORKPLACE BULLYING refers to repeated, unreasonable actions of individuals (or a group) directed towards an 
employee (or a group of employees), which are intended to intimidate, degrade, humiliate, or undermine; or 
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which create a risk to the health or safety of the employee(s). Workplace bullying often involves an abuse or 
misuse of power. Bullying behavior creates feelings of defenselessness and injustice in the target and undermines 
an individual’s right to dignity at work. 

WORKPLACE VIOLENCE is any intentional physical assault, threatening behavior, or verbal abuse occurring in the work 
setting.  It includes damage to property or any action that constitutes a real or perceived threat of physical harm to 
a person or damage to property.  Examples of workplace violence include, but are not limited to, beatings, 
stabbings, homicides, forcible sex offenses, menacing behavior, reckless endangerment, and disorderly conduct.   

Workplace violence also includes any coercive behavior such as berating language, physical or verbal threats, 
obscene phone calls, an intimidating presence, damage to personal property and harassment of any nature such as 
being followed, sworn at or shouted at.  

MANAGEMENT COMMITMENT AND EMPLOYEE PARTICIPATION 

THREAT ASSESSMENT TEAM

The Threat Assessment Team consists of employee and management representatives from each area.  The primary 
purpose of the Threat Assessment Team is to assess the vulnerability to workplace violence and reach agreement 
on preventive actions to be taken.  Other Threat Assessment Team functions include the following: 

Recommending and implementing employee training and communications on workplace violence and 
workplace bullying; 
Recommending and implementing changes to the workplace and facilities to enhance employee safety 
and security; 
Communicating internally with employees and externally with subcontractors, clients/customers, 
agencies and others covered by our program; 
Implementing plans for responding to threats or acts of violence and workplace and corporate 
institutional bullying; 
Auditing our Workplace Violence Prevention Program at least annually and/or after any threat and 
modifying the program, as needed; 
Analyzing and evaluating any related trends or problem areas for specific follow-up or preventive action, 
as needed; 
Coordinating with local law enforcement and other agencies in response to a real or perceived threat of 
violence, as needed; 
Assisting the victims of workplace violence with any medical or other follow-up assistance.  

THREAT REPORTING PROCEDURE

If you are a victim of workplace violence, observe a violent threat or act, or perceive a potential threat of violence, 
please report the situation immediately to your supervisor or any member of the Threat Assessment Team.  Your 
name and that of any other reporting employee will be kept confidential, as much as possible.  Our program will 
only be as effective as your participation and requires immediate reporting so we can take prompt action before 
the violence occurs or escalates. 

The names of our Threat Assessment Team members are attached to this description for quick reference.  

Any vandalism or damage to your personal property that occurs at work should also be reported. 

Incidents of violence will be investigated by the Threat Assessment Team and the supervisor, as appropriate.  The 
immediate incident investigation and follow-up activities will include the following: 
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Reporting of the incident to the local police department, as appropriate; 
Securing the work area where the disturbance occurred;  
Ensuring the physical safety of employees and others remaining in the areas, as soon as possible; 
Ensuring that no work area is left short-staffed while others assist the victim or help in securing the area; 
Quickly assessing the work area, if it was damaged during the incident, to determine If it is safe; 
Debriefing the victim, witnesses, and affected employees as soon after the incident as possible.  These 
conversations will be confidential.   

EMPLOYEE INVOLVEMENT AND FEEDBACK

Employees are encouraged to provide input on additions to or redesigns of facilities; 
Employees are asked to identify the daily activities that they believe put them most at risk for workplace 
violence; 
Employees are asked to discuss workplace bullying incidents or potential for workplace bullying with their 
supervisors; 
Employees are involved in the development, implementation, evaluation and modification of the 
Workplace Violence Prevention Program; 
Confidentiality safeguards employees against retaliation for voicing concerns or reporting injuries. 

WORKSITE ANALYSIS 

A worksite analysis involves a mutual step-by-step assessment of the workplace to find existing or potential 
hazards that may lead to incidents of workplace violence. After the initial worksite analysis, a set of guidelines 
were developed for those employees in the field, in the main shop and office as well as service employees. 

EMPLOYEE PERSONAL SAFETY/SECURITY GUIDELINES FOR FIELD EMPLOYEES

Know the area in and around the job, including the best routes in/out and alternative routes. 
Park in the designated area or in an observable area as close to the job as possible.  Stay away from 
“hiding spots” that might be used for cover by an assailant (large buses, deep doorways, blind corners, 
etc..  If you report to the job before daylight or go home after dark, park in an area that is well lighted. 
If in a bad/high-crime area, use a buddy system when going out to your vehicle (particularly, if parked off-
site). 
Have the door key in your hand as you approach your vehicle.  Lock the doors as soon as you get in. 
Leave nothing on the seats, back shelf or floor of your vehicle that may tempt a break-in.  Store anything 
of value in the trunk or out of sight.  Keep your vehicle locked at all times. 
Always be alert when walking to and from the job site. Walk with your head up and eyes scanning people 
and area around you.  Walk with a steady gait (don’t look like an easy victim). 
Don’t display things that may make you a target from crime or theft (rings, expensive watches, excessive 
money, etc.). 
Clearly label your tools and equipment. 
Don’t loan or borrow tools with other contractors.  Don’t leave tools or equipment unsecured or 
unsupervised.  This helps avoid confrontations. 
Know the work area you are in and alternative ways out of the area. 
If you are involved in or observe a threatening or violent situation (physical or verbal) with anyone on the 
job, report it immediately to your supervisor. 

EMPLOYEE PERSONAL SAFETY/SECURITY GUIDELINES FOR MAIN SHOP AND OFFICE EMPLOYEES

To prevent theft, take the keys out of the ignition.  Lock toolboxes and remove any tools left in the pickup 
truck bed. 
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Turn on all lights when entering the area and make noise (let any intruders know you are there and give 
them a chance to escape). 
Don’t leave doors and outside access points open unnecessarily or unattended. 
Know where all the phones are in the shop and how to use them. 
The Winger main office has security card readers to enter the office and shop area.  However, if you see 
unauthorized people in the area, ask if you can help them.  Don’t allow them to wander unchallenged.  
Take them by the most direct route to the person they are there to see. 
If you feel threatened in any way, do not confront strangers in the shop.  Back off and immediately notify 
your supervisor or management. 
Clearly mark or label your personal tools and put them away when you leave the area to help avoid 
problems and confrontation. 
Report immediately any broken doors, locks, windows, lighting (both interior and exterior), etc. to your 
supervisor. 
If you are working late or on weekends and your car is in the employee parking area, consider using the 
buddy system when walking out to your vehicle (go out as a group).  If possible, park or relocate your 
vehicle to the lot in front of the main entrance in a well-lighted area. 
Keep your vehicle locked at all times.  Leave nothing on the seats or floor of your vehicle that may tempt a 
break-in.  Store anything of value out of sight as much as possible.  
Always be alert when walking to and from your vehicle.  Walk with your head up and eyes scanning the 
area around you.  Walk with a steady gait (don’t look like an easy victim). 
Don’t’ display things that may make you a target for crime or theft (rings, expensive watches, excessive 
money, etc.). 
Have your door key in your hand as you approach your vehicle.  Lock the doors as soon as you get in.  If 
anyone approaches the vehicle in a threatening manner, honk the horn to attract attention and/or drive 
away as quickly as possible. 

EMPLOYEE PERSONAL SAFETY/SECURITY GUIDELINES FOR SERVICE EMPLOYEES

Know the area for each service call, including the best routes in/out and alternative routes. 
Have a predetermined service itinerary and check-in periodically. 
Park as close to the stop as possible in an observable area.  Stay away from “hiding spots” that might be 
used for cover by an assailant (large bushes, deep doorways, blind corners, etc.).  If you report to the job 
before daylight or go home after dark, park in an area that is well lights. 
If in a bad/high crime area or in a situation with a difficult customer, consider using a buddy system (talk 
with your supervisor). 
Have the vehicle door key in your hand as you approach your vehicle.  Lock the doors as soon as you get 
in. 
Never leave the vehicle unlocked or tools/equipment unsupervised. 
If you are involved in a threatening or violent situation (physical or verbal) with anyone on the job (or any 
of their animals), back off, return to your vehicle and report it immediately to your supervisor. 

PERIODIC WORKSITE INSPECTION

The Threat Assessment Team will periodically inspect the workplace and evaluate worker tasks in order to identify 
hazards, conditions, operations and situations that could lead to potential violence. The Team will use the 
following tools to collect information utilized to assess the validity of the Workplace Violence Prevention Program. 

Information is collected through:  
Records analysis- Records review should include medical, safety, specific threat assessments, workers’ 
compensation and insurance records. The review should also include the OSHA Log of Work-Related 
Injuries and Illnesses (OSHA Form 300). In addition, incident/near-miss logs, a facility’s general event or 
daily log and police reports should be reviewed to identify assaults. 
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Job hazard analysis- As noted in OSHA’s publication on job hazard analyses, priority should be given to 
specific types of job. For example, priority should be given to: jobs with high assault rates due to 
workplace violence; jobs that are new to an operation or have undergone procedural changes that may 
increase the potential for workplace violence; and jobs that require written instructions. If necessary, 
Winger will implement new procedures and operations to improve staff safety and security 
mployee surveys- Periodic surveys— conducted at least annually or whenever operations change or 
incidents of workplace violence occur—help identify new or previously unnoticed risk factors and 
deficiencies or failures in work practices. The periodic review process should also include feedback and 
follow-up. The following are required survey questions:  

o What daily activities, if any, expose you to the greatest risk of violence?  
o What, if any, work activities make you feel unprepared to respond to a violent action? 
o Can you recommend any changes or additions to the workplace violence prevention training 

you received? 
o Can you describe how a change in a patient’s daily routine affected the precautions you take 

to address the potential for workplace violence? 

HAZARD PREVENTION AND CONTROL 

POLICIES AND PROCEDURES

Winger adopted the following policies and procedures to help protect employees from threats and prevent acts of 
violence after completion of the worksite analysis: 

Violence at the workplace will not be tolerated, in any form by any employee, supervisor or manager, 
client/customer, vendor, subcontractor or other party involved with company operations.   
Employees are encouraged to report to their supervisor or any member of the Threat Assessment Team 
any real or perceived threats or acts of violence.  Reports must be made in a timely fashion to allow 
thorough and accurate investigation.  
All threats or acts of workplace violence will be investigated, as soon as possible, by the Threat 
Assessment Team.  Appropriate action will be taken.  Employee confidentiality will be maintained, 
whenever possible.  
There will be no discrimination against any victims or anyone reporting observed threats or acts of 
violence. 
All personal employee information (i.e., home address, phone number, work schedules) will be kept 
confidential. 
Flexible work schedules, use of leave, and transfers will be used, with management approval, where 
employee(s) may be at risk of violence. 
No firearms, explosives, or other weapons will be allowed on any company sites or in any personal or 
company vehicles except as provided by law. 
No visitors, including relatives, subcontractors, vendors, suppliers, etc., will be allowed access to our 
home office/shop facilities unescorted.  All visitors must report to designated areas (the front office 
reception and receiving area) for identification and sign-in and will be provided with an escort while in the 
building.  No non-employee will be allowed free access to the building.  Any non-employee noted inside 
the building without an escort should be reported immediately to the area supervisor. 
Any employees working after dark or on weekends should avoid entering or leaving the building alone.  
Groups of employees are less subject to threats of violence by those outside the building. 

PREVENTING VIOLENCE DURING TERMINATIONS

All employees should be informed when their work is not up to expected standards.  Reiterate to them 
what is expected so that they are given a chance to improve. They may also need some additional training 
– on-the-job or classroom. 
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No terminations should come as a surprise. The employee should be told, prior to the termination, what 
needs to be completed to improve their job performance.  A warning should be given that specifically 
states the problem and the repercussions (termination) that will arise if it does not improve. 
If an appraisal is given to the employee it should be an honest assessment of their work performance.  Do 
not give a good appraisal and then shortly afterward terminate the employee, unless it is for a strictly 
isolated incident that is against company policy.  Employment rules/company policies should be in writing 
that includes policies against all forms of violence and harassment.  These rules/policies should be 
enforced consistently and universally.  All employees should be given a copy and sign an 
acknowledgement receipt. 
All termination meetings should be pre-planned when possible. Develop an exit interview checklist that 
includes who should be in the interview (supervisor and personnel representative or other management 
representative), and the reason for the termination. Terminations should be kept confidential. 
The termination meeting should be kept 10 to 15 minutes. Allow the employee to compose him/herself 
before ending the meeting. 
During a termination, preserve the employee’s dignity.  Explain the reasons for the termination and if 
during the termination you determine that a mistake has been make admit the mistake.  Inform the 
employee that you will conduct further investigation and will be informing him/her of the results.  Explain 
if the facts support him/her that the termination will be dropped. 
All company items should be collected at the time of termination. Company credit cards, keys to the office 
or vehicles and company keycards or photo identification cards. 
When terminating an employee always have 2 people present.  Do not terminate an employee in front of 
other employees.  Always have the employee sign the exit interview acknowledgement.  The witnesses 
should also sign this document. This document should be maintained in the employee’s file. 
If the terminated employee makes threatening remarks take them seriously.  Do not antagonize or 
threaten back, but try to diffuse the situation by showing empathy. Take notes and write down what is 
exactly said word-for-word for the record. If the employee threatens retaliation against another worker 
inform that person and the police. 
When terminated employees have perspective companies call for references inform them of only the 
employment dates. 

PREVENTING VIOLENCE DURING LAYOFFS

All employees should be informed when their work is not up to expected standards.  Reiterate to them 
what is expected so that they are given a chance to improve. They may also need some additional training 
– on-the-job or classroom. 
No layoff should come as a surprise.  The employee should be aware that the job is coming to an end and 
layoffs are imminent.  They should also be told why they have not been retained in a tactful manner (less 
skilled, no work in area of expertise, etc.). 
All layoff meetings should be pre-planned when possible.  Develop an exit interview checklist that 
includes who should be in the interview (supervisor and personnel representative or other management 
representative), and the reason for the layoff. 
The layoff meeting should be kept to 5 to 10 minutes. 
All company items should be collected at the time of termination.  Company credit cards, gang box keys, 
keys to the office or vehicles, company tools, etc. 
When laying off an employee, always have 2 people present.  Do not layoff and employee in front of other 
employees. 
If the employee who is being laid off makes threatening remarks, take them seriously.  Do not antagonize 
or threaten back, but try to diffuse the situation by showing empathy.  Take notes and write down what is 
exactly said for the record.  If the employee threatens retaliation against another worker, inform that 
person and the police. 
When a laid off employee has perspective companies call for references, inform them of only the 
employment dates. 
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Do not make promises about a possible return date. 

POST-INCIDENT PROCEDURES AND SERVICES

Post-incident response and evaluation are important components to an effective violence prevention program. 
Investigating incidents of workplace violence thoroughly will provide a roadmap to avoiding fatalities and injuries 
associated with future incidents. When an incident occurs, the immediate first steps are to: 

Provide first aid and emergency care for the injured worker(s) and to take any measures necessary to 
prevent others from being injured.  
Injured staff should receive prompt treatment and psychological evaluation whenever an assault takes 
place, regardless of its severity—free of charge.  
Injured workers should be provided transportation to medical care if not available on site.  

Victims of workplace violence could suffer a variety of consequences in addition to their actual physical injuries. 
These may include:  

Short- and long-term psychological trauma 
Fear of returning to work 
Changes in relationships with coworkers and family 
Feelings of incompetence, guilt, powerlessness 
Fear of criticism by supervisors or managers.  

Consequently, a strong follow-up program for these workers will not only help them address these problems but 
also help prepare them to confront or prevent future incidents of violence. Winger will provide several types of 
assistance post incident, including trauma-crisis counseling.  

INCIDENT INVESTIGATION

Once the immediate needs are taken care of, the investigation should begin promptly. The Threat Assessment 
Team members conducting the incident investigation will complete at least the following information: 

Report as required. Determine who needs to be notified, both within the organization and outside (e.g., 
authorities), when there is an incident. Understand what types of incidents must be reported, and what 
information needs to be included. If the incident involves hazardous materials additional reporting 
requirements may apply. 
Involve workers in the incident investigation. The employees who work most closely in the area where the 
event occurred may have special insight into the causes and solutions. 
Identify the root causes of the incident. Meet as a team as soon after the site investigation as possible and 
identify contributing causes. 
Collect, review and record information. Recommend corrective action and follow-up. 
Investigate Near Misses. In addition to investigating all incidents resulting in a fatality, injury or illness, any 
near miss (a situation that could potentially have resulted in death, injury, or illness) should be promptly 
investigated as well. 
Consider changes in controls, procedures and the Workplace Violence Prevention Program, as 
appropriate. 

At least two persons from the team will conduct the initial, site investigation.  All incident reports and 
investigations will be in writing along with recommendations and any follow-up/corrective measures.   

WORKPLACE BULLYING AND DISRUPTIVE BEHAVIOR 

Bullying is different from aggression, as aggression may involve a single act, bullying involves repeated attacks 
against the target, creating an on-going pattern of behavior. “Tough” or “demanding” bosses are not necessarily 
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bullies as long as they are respectful and fair and their primary motivation is to obtain the best performance by 
setting high yet reasonable expectations for working safely.  

Workplace bullying can be instigated by coworkers, supervisors, contract workers, or labor representatives. Some 
bullying situations involve employees bullying their peers, rather than a supervisor bullying an employee. The term 
mobbing refers to a group of coworkers targeting another worker.  

Supervisors should intervene immediately to address and stop mobbing behaviors. In a prevalence study of U.S. 
workers, 41.4% of respondents reported experiencing psychological aggression at work in the past year 
representing 47 million U.S. workers. The research found that 13%, or nearly 15 million workers, reported 
experiencing psychological aggression on a weekly basis.  

Examples of bullying:  
Unwarranted or invalid criticism  
Blame without factual justification  
Being treated differently than the rest of your work group  
Being sworn at  
Exclusion or social isolation  
Being shouted at or being humiliated  
Excessive monitoring or micro-managing  
Being given work unrealistic deadlines 

Corporate/institutional bullying can manifest itself in different ways:  
Placing unreasonable expectations on employees, where failure to meet those expectations means 
making life unpleasant (or dismissing) anyone who objects. 
Dismissing employees suffering from stress as “weak” while completely ignoring or denying potential 
work-related causes of the stress.  
Encouraging employees to fabricate complaints about colleagues with promises of promotion or threats 
of discipline.  

Signs of corporate and institutional bullying include:  
Failure to meet organizational goals.  
Increased frequencies of grievances, resignations, and requests for transfers.  
Increased absence due to sickness.  
Increased disciplinary actions.  

If you are aware of bullying in the workplace and do not take action, then you are accepting a share of the 
responsibility for any future abuses. This means that witnesses of bullying behavior should be encouraged to 
report any such incidences. Individuals are less likely to engage in antisocial behavior when it is understood that 
the organization does not tolerate such behavior and that the aggressor is likely to be punished.  

Factors that Increase the Risk for Bullying Behavior:  
Significant organizational change (i.e., major internal restructuring, technological change).  
Worker characteristics (e.g., age, gender, parental status, apprentice or trainee). 
Workplace relationships (e.g., inadequate information flow between organizational levels, lack of 
employee participation in decisions.  
Work systems (e.g., lack of policies about behavior, high rate and intensity of work, staff shortages, 
interpersonal conflict, organizational constraints, role ambiguity, and role conflict. 

EFFECTS OF BULLYING ON AN ORGANIZATION AND EMPLOYEES: 

How bullying affects people, targets of bullying experience significant physical and mental health problems:  
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Reduced self-esteem  
Musculoskeletal problems  
Work withdrawal and sickness absence  
Sleep and digestive disturbances n Increased depression/self-blame  
Family tension and stress  
High stress, post-traumatic stress disorder (PTSD)  
Financial problems due to absence  

How bullying affects organizations, each of the individual consequences listed above can be very costly for the 
organization. Costs of bullying generally fall into three categories:  

Replacing staff members that leave as a result of being bullied, cost of training new employees.  
Work effort being displaced as staff cope with bullying incidents (i.e., effort being directed away from 
work productivity and towards coping).  
Costs associated with investigations of ill treatment, potential legal action and loss of company 
reputation.  

Bullies do not run good organizations; staff turnover and sick leave will be high while morale and productivity will 
be low. Stress, depression and physical health problems result in time away from work that is costly in terms of 
workers’ compensation and lost productivity. The health problems experienced by targets of bullying result in a 
sense of helplessness and negative emotional states. Low self-esteem and a negative organizational climate 
suppress creativity and hamper employees’ abilities to respond to difficult situations or challenging goals. The 
breakdown of trust in a bullying environment may mean that employees will fail to contribute their best work, do 
not give extra ideas for improvement, do not provide feedback on failures and may be less honest about 
performance. 

WHAT CAN EMPLOYERS DO ABOUT BULLYING? 

Recognize that you are being bullied. 
Realize that you are NOT the source of the problem.  
Recognize that bullying is about control, and therefore has nothing to do with your performance. 
Keep a diary detailing the nature of the bullying (e.g., dates, times, places, what was said or done and who 
was present). 
Obtain copies of harassing / bullying paper trails; hold onto copies of documents that contradict the 
bully’s accusations against you (e.g., time sheets, audit reports, etc.).  
Expect the bully to deny and perhaps misconstrue your accusations; have a witness with you during any 
meetings with the bully; report the behavior to an appropriate person.  

WHAT CAN EMPLOYEES DO ABOUT BULLYING? 

Have a zero tolerance anti-bullying policy. This policy should be part of the wider commitment to a safe 
and healthful working environment and should have the full support of top management.  
When witnessed or reported, the bullying behavior should be addressed IMMEDIATELY. 
If bullying is entrenched in the organization, complaints need to be taken seriously and investigated 
promptly. Reassignment of the bully may be necessary.  
Structure the work environment to incorporate a sense of autonomy, individual challenge/mastery, and 
clarity of task expectations for employees. Include employees in decision-making processes.  
Hold awareness campaigns for EVERYONE on what bullying is. Encourage reporting.  
Ensure management has an active part in the staff they supervise, rather than being far removed from 
them. 
Encourage open door policies. 
Investigate the extent and nature of the problem. Conduct employee attitude surveys. 
Improve management’s ability and sensitivity towards dealing with and responding to conflicts. 
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Establish an independent contact for employees (e.g., Human Resources contact). 

WINGER WORKPLACE BULLYING POLICY 

Winger considers workplace bullying unacceptable and will not tolerate it under any circumstances. 
Workplace bullying is behavior that harms, intimidates, offends, degrades or humiliates an employee, 
possibly in front of other employees, clients, or customers. Workplace bullying may cause the loss of 
trained and talented employees, reduce productivity and morale and create legal risks. 
Winger believes all employees should be able to work in an environment free of bullying. Managers and 
supervisors must ensure employees are not bullied. 
Winger will use its Workplace Violence Prevention procedures to deal with workplace bullying. Any 
reports of workplace bullying will be treated seriously and investigated promptly, confidentially and 
impartially. 
Winger encourages all employees to report workplace bullying. Managers and supervisors must ensure 
employees who make complaints, or witnesses, are not victimized. 
Winger has a non-retaliation policy, intended to prevent an individual who reports a violation of law or 
company policy from being punished. If an employee needs help or wants to discuss an issue in the 
workplace, they are encouraged to contact leadership, the safety director/human resources or general 
counsel. 
Disciplinary action will be taken against anyone who bullies a coworker. Discipline may involve a warning, 
transfer, counseling, demotion or dismissal, depending on the circumstances. 
The contact person for bullying at this workplace is: 

Name: Jerelyn Merrill, HR/Safety Director 
Phone Number: 641-777-5717  

SAFETY AND HEALTH TRAINING

TRAINING AND INFORMATION

All employees will receive information and training on our Workplace Violence Prevention Program, techniques for 
recognizing the potential for violence, bullying, specific safety/security measures for their operations, and incident 
reporting procedures.  This same information and training will be provided for all new hires during orientation.  
Training for employees, supervisors, and managers will include at least the following elements: 

A review and definition of workplace violence and workplace bullying; 
A full explanation and description of our Workplace Violence Prevention Program policies and procedures; 
Instructions on how to report all incidents including real/perceived threats, workplace bullying and verbal 
abuse; 
Methods of recognizing and responding to workplace security hazards and workplace bullying;  
A review of measures implemented to help prevent workplace violence including: 
Use of security equipment and procedures; 
How to attempt to diffuse hostile or threatening situations; 
How to summon assistance; 
Policies and procedures for reporting and recordkeeping; 
Post-incident procedures, including medical follow-up and the availability of counseling and referral.  

Training will be repeated every two years or when our employee policy/procedures are significantly changed or 
amended. 

Employees involved in overnight travel or who operate motor vehicles on company business will be issued related 
safety/security guidelines and are expected to comply with these procedures, whenever possible.  
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Employees at client facilities with special security will be advised of site-specific reporting and requirements.  
Client Workplace Violence Prevention policies that are more stringent will supersede our own on-site program.  

Supervisors and managers will be trained to recognize high-risk situations, so they can ensure that workers are not 
placed in assignments that compromise their safety. Such training will include encouraging workers to report 
incidents and to seek the appropriate care after experiencing a violent incident.  

Supervisors and managers will be trained to recognize workplace bullying situations, so they can respond quickly to 
bullying incidents and ensure they are not participating in workplace bullying themselves (including 
corporate/institutional bullying). Such training will include encouraging workers to report bullying incidents and to 
seek the appropriate remedy after experiencing a bullying situation.  

Supervisors and managers will learn how to reduce safety hazards and ensure that workers receive appropriate 
training. Following training, supervisors and managers will be able to recognize a potentially hazardous situation 
and make any necessary changes in the physical plant, the staffing policy and procedures to reduce or eliminate 
the hazards. 

EVALUATION OF TRAINING

The training program should also include an evaluation. At least annually, the Threat Assessment Team should 
review its content, methods and the frequency of training. Program evaluation may involve supervisor and 
employee interviews, testing, observing and reviewing reports of behavior of individuals in threatening situations. 

RECORDKEEPING AND PROGRAM EVALUATION 

Recordkeeping and evaluation of the violence prevention program are necessary to determine its overall 
effectiveness and identify any deficiencies or changes that should be made. Accurate records of injuries, illnesses, 
incidents, assaults, hazards, corrective actions, and training will determine the severity of the problem; identify any 
developing trends or patterns in particular locations, jobs or departments; evaluate methods of hazard control; 
identify training needs and develop solutions for an effective program. Key records include: 

OSHA Log of Work-Related Injuries and Illnesses (OSHA Form 300). Winger is required to prepare and 
maintain records of serious occupational injuries and illnesses, using the OSHA 300 Log. As of January 
2015, all employers must report: (1) all work-related fatalities within 8 hours and (2) all work-related 
inpatient hospitalizations, all amputations and all losses of an eye within 24 hours. Injuries caused by 
assaults must be entered on the log if they meet the recording criteria. 
Medical reports of work injury, workers’ compensation reports and supervisors’ reports for each recorded 
assault. These records should describe the type of assault, such as an unprovoked sudden attack, who was 
assaulted, and all other circumstances of the incident. The records should include a description of the 
environment or location, lost work time that resulted and the nature of injuries sustained.  
Records of incidents of abuse, bullying, reports conducted by security personnel, verbal attacks or 
aggressive behavior that may be threatening, such as pushing or shouting and acts of aggression. This may 
be kept as part of an assaultive incident report. Ensure that the affected department evaluates these 
records routinely. 
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. 

RECORDKEEPING PROCEDURE
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Key records will be kept by the HR/Safety Director.  All team activities will be documented in writing. These records 
will be retained in a secured cabinet with controlled access and include at least the following: 

Employee complaints, written Incident Investigations and related/support materials (including incidents 
of workplace bullying) will be kept on file for at least 7 years.  Members conducting the initial incident 
investigation will keep copious notes including dates, times, names and the particulars of persons 
contacted.  These notes will be incorporated into the investigation report file along with follow-
up/corrective measures.  
Minutes will be kept of each Threat Assessment Team meeting for a period of at least three years.   
Employee and supervisor training records, including sign-off sheets, outlines, handouts and other 
materials, will be retained verifying employee training attendance and content.  This information will be 
kept for at least three years. 
All other related documents and correspondence will be kept for a period of at least 7 years. 

CONFIDENTIALITY

The Threat Assessment Team will keep employee reports and complaints of threats or acts of workplace violence 
as confidential, as possible, subject to the requirements of law enforcement and other agencies that may become 
involved.   

DATE OF POLICY/PROCEDURE IMPLEMENTATION  ___07___/___19___/___2005___ 

DATE OF LAST POLICY/PROCEDURE REVIEW  ___09___/___30___/___2016___ 

WINGER 

THREAT ASSESSMENT TEAM 

Name  Signature 

Tom Keck, President  

Jim Keck, General Manager _________________________________ 

Jerelyn Merrill, HR/Safety Director  _________________________________ 

Mick Bloomquist, Blair Project Manager   

Harold Brinegar, Millwright Steel Fab Manager      _________________________________ 

Jason Bishop, Fort Dodge Project Manager  
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Chris Johnston, Ottumwa Service Manager   

Jim Kingery, Electrical Industrial Manager   _________________________________ 

Marc McLaughlin, SE Iowa Service Manager  _________________________________ 

Debra Shaw, Office Manager _________________________________ 

Corey Sheets, Industrial Sheet Metal Manager _________________________________ 

Dave Strunk, Cargill Eddyville Project Manager 

Rick Wood, Industrial Piping Manager _________________________________ 
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SOURCE CREDITS 

U.S. Department of Labor, Occupational Safety and Health Administration, www.osha.gov
Guidelines for Preventing Workplace Violence for Healthcare and Social Service Workers U.S. Department of Labor 

Occupational Safety and Health Administration OSHA 3148-04R 2015 
Safety & Health Assessment and Research for Prevention (SHARP) Program, a research program within the 

Washington State Department of Labor & Industries. Workplace Bullying and Disruptive Behavior: What 
Everyone Needs to Know, August 2011 Edition 

The Gazette, March 2014, When Bulled Workers Have Limited Options, 
http://www.thegazette.com/2014/01/26/when-bullied-workers-have-limited-options
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