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Introduction 

Santa Clara County is committed to serving a 
wide range of citizens, some of whom can be 
under severe stress and have nowhere else 
to turn. Providing services to these and other 
persons can place County employees in a 
position of vulnerability to violence or threat-
ening behavior. The County values its em-
ployees and clients and, with this Policy, the 
Board of Supervisors affirms its commitment 
to providing workplaces and facilities that are 
free from violence. 

Types of Perpetrators 

Strangers 
To help protect employees from violent 
strangers in the community, the County will 
provide crime prevention information to em-
ployees and will address security issues in-
volving worksites and facilities. 

Clients 
Employees in many departments deal with 
clients who are distressed and who may 
make threats or commit acts of violence. The 
County will provide support and guidance to 
employees so that threats of violence can be 
recognized and prudently addressed, and so 
that acts of violence can be prevented if pos-
sible. 

Client violence may be difficult to control, and 
employee exposure to such violence may be 
a result of working with special client/patient 
populations. The handling of some client vio-
lence situations may properly be the primary 
function of local law enforcement agencies. 
As a matter of policy, the County of Santa 
Clara will not tolerate violent acts or threats 
of violence by clients or other members of 
the public towards employees. 

Family Members or Acquaintances 
If the workplace is affected by a violent act or 
threat of violence by an employee's family 
member or acquaintance, the County will 
provide support and guidance for the victim 
and his or her co-workers. 

Employees 
The County of Santa Clara will not tolerate 
violent acts or threats of violence (either ver-
bal or implied) by employees. In such cases, 
the County endorses immediate and defini-
tive use of the disciplinary process up to and 
including discharge from County employ-
ment, consistent with ensuring the safety of 
co-workers. Criminal prosecution will be pur-
sued as appropriate. The County also advo-
cates a preventive approach whereby merit 
system rules and regulations are fairly and 
consistently administered, and where trou-
bled employees receive guidance and, if 
necessary, professional help. 

Roles and Responsibilities 

County Executive 
The County Executive shall ensure that this 
Policy is fully implemented and adapted to 
unique needs at the agency/department lev-
el, and that the County organization main-
tains an effective support structure for re-
sponding to acts and threats of workplace 
violence. 

The Executive's Office of Occupational Safe-
ty and Environmental Compliance will include 
the Policy as part of the County's written Inju-
ry and Illness Prevention Program. 

County of Santa Clara 
Workplace Violence Prevention Policy 

 

This Section Contains the Policy Approved by the Board of Supervisors on September 26, 1995 
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Employee Services Agency 
The Employee Services Agency has overall 
responsibility for maintaining this Policy and 
for identifying resources that agencies and 
departments can use in developing their 
training plans and violence prevention 
measures. The Employee Services Agency 
will also administer workplace violence pre-
vention measures involving Labor Relations 
(including compulsory medical or "fitness for 
duty" examinations) and the Employee Assis-
tance Program, and will coordinate post-
incident activities involving employee ser-
vices and claims management. 

Agency and Department Heads 
Agency and Department Heads are respon-
sible for ensuring that this Policy is imple-
mented in their respective organizations and 
that the unique needs of their organizations 
are addressed through procedures and train-
ing. Each agency and/or department must 
develop a plan for preventing and responding 
to acts of workplace violence. These plans 
need not be lengthy, but they shall contain as 
a minimum a Facility Emergency Plan at-
tachment that includes facility specific proce-
dures (such as alarm buttons and escape 
routes), notification lists, and a timeline for 
training designated employees. 

Managers and Supervisors 
It is the responsibility of managers and su-
pervisors to make safety their highest con-
cern. When made aware of a real or per-
ceived threat of violence, management shall 
conduct a thorough investigation, provide 
support for employees, and take specific ac-
tions to help prevent acts of violence. Man-
agers and supervisors shall also provide in-
formation and training for employees as 
needed. 

Employees 
Employees should learn to recognize and 
respond to behaviors by potential perpetra-
tors that may indicate a risk of violence. Em-
ployees shall also place safety as the highest 
concern, and shall report all acts of violence 
and threats of violence. 

Physical Security 

Since the County is a public organization that 
wishes to remain accessible to its clients to 
the fullest extent possible, it is not the Coun-
ty's intent to implement a widespread "fortifi-
cation" of its facilities. The County prefers to 
train its employees to be the primary means 
of reducing workplace violence. However, 
certain facilities, due to the nature of the ser-
vice provided, may need barriers, cameras, 
metal detectors, better locks, and the like. 
Where such structures are necessary, they 
should be constructed in the least obtrusive 
way feasible. 

Training and Information 

Although acts of workplace violence cannot 
be precisely predicted, knowledge of how to 
respond to perpetrators can help County em-
ployees minimize the risk of violence or inju-
ry. The County will provide designated em-
ployees with training that will help them take 
appropriate precautions and respond wisely 
when confronted with a potentially violent 
individual. Departments will structure this 
training to meet the unique needs of each 
operation. 

Since the vast majority of violent acts perpe-
trated by employees and employee family 
members are preceded by a number of be-
haviors that signal an escalating situation, 
the County will provide employees with writ-
ten materials that will help them recognize 
the warning signs of violence, and will rec-
ommend professional consultation or initiate 
intervention measure before a violent act oc-
curs. 
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Introduction 

Although the rate of incidents of workplace 
violence has remained more or less steady 
for the last fifteen years, government em-
ployees are many times more likely to be 
assaulted at work than private sector em-
ployees are1

                                                      
1 Bachman, Ronet. National Crime Victimiza-
tion Survey: Violence and Theft in the Work-
place. Washington, D.C.: Bureau of Justice 
Statistics, U.S. Department of Justice, July 
1994. 

, and workplace violence is a 
concern of many Santa Clara County em-
ployees. This booklet provides information 
that will be useful to you as a supervisor 
when questions or issues arise regarding 
workplace violence involving a stranger, a 
client, an employee or an employee family 
member or acquaintance. 

A companion booklet, "Workplace Violence 
Prevention: A Guide for Employees", is avail-
able from your department Safety Coordina-
tor. 

Protection from Violence 

Protection through Planning 
Work with your facility's Emergency Re-
sponse Team Leader(s), Facility Manager, 
Safety Coordinator, Management, Union 
Personnel, and Facility Safety Committee to 
prepare a Workplace Violence Prevention 
section to your Facility's Emergency Re-
sponse Plan. This section does not have to 
be lengthy, but it should reflect the unique 
needs of your individual operations. As a 
minimum, include the following elements: 

• Specific roles and responsibilities, such 
as who goes to the front desk, who calls 
police, who directs incoming emergency 
response vehicles, who handles media 
relations, etc. 

• Evacuation routes and safe assembly 
areas. 

• Means of communication, such as porta-
ble radios, cordless telephones, cellular 
telephones, silent alarms, buzzers, and 
intercom systems. If you have an inter-
com, you may want to have a code name 
that the receptionist can use to summon 
help, such as "Paging Dr. Green" — as 
well as an all-clear code, such as "Dr. 
Green says it's safe now." 

• Liaison with other agencies and organi-
zations. This may include some of the 
resources listed at the end of this book-
let. 

• Notification of relatives and next of kin. 
(Make sure your plan includes how 
phone numbers can be obtained.) 

Workplace Violence Prevention: 
A Guide for Supervisors 

At-A Glance Checklist 

 

IF YOU RECEIVE A THREAT OF VIOLENCE: 

 Depending on the nature of the threat, call 
911 (or 9-911) 

 Tell your supervisor and use the resources 
in Appendix A. 

 Investigate. 

 Consider Legal Action. 

 Review your facility emergency plan. 

 Protect your employees. 

 Work with local police. 

 If possible, deal with the perpetrator 



Workplace Violence Prevention: A Guide for Supervisors  6th Edition Santa Clara Co. September 2009 

 — 4 —  

• Counseling resources for victims, wit-
nesses, and others affected by the inci-
dent. 

• Media relations. You may want to involve 
your department or agency public rela-
tions manager (if you have one) or coor-
dinate in advance with the County Ex-
ecutive's Office of Public Affairs. 

• Training, both initial and ongoing, for 
designated supervisors and employees. 
Include a timeline and the types of train-
ing (videos, guest speakers, etc.) that will 
be used. Training may involve a short 
video and a limited discussion, or for 
employees who are at greater risk, it may 
involve a longer video combined with 
written handout material or even an all-
day seminar. Try to assess the specific 
training needs of your employees and 
find appropriate training materials to ad-
dress these needs. This can include 
pamphlets, cards posted in restrooms, 
and posters — in addition to copies of 
this policy. See the back of this booklet 
for a list of training resources. 

• Protective measures for employees who 
perform tasks such as cash handling that 
may involve a greater risk of stranger vio-
lence. 

• Reception desk procedures. 

Additional elements can encourage employ-
ee use of counseling resources such as the 
Employee Assistance Program, and the use 
of supervisory techniques to enhance com-
munication and promote peaceable social 
interactions. 

Once it is written, your Workplace Violence 
Prevention section should be read, under-
stood, and discussed by all affected employ-
ees. 

Protection through Building Security 
Since the County's policy is to keep its facili-
ties as accessible as possible to its clients, 
the County prefers to not rely on physical 
security measures as the primary means of 
preventing workplace violence. However, 
there are certain measures that will not affect 
the open appearance of the facility nor great-
ly impact your department's budget: 

• Install a central reception area for each 
facility. This will enable you to better 
identify strangers and screen clients. 

• Provide employee identification badges. 

• Install some kind of physical barrier to 
the rest of the facility. This can help con-
trol client access to employee work are-
as. 

• Provide an escape route for reception 
personnel. Do not set up your reception 
area in such a way that the receptionist is 
blocked in by the client, but have a clear 
escape route to the back of the desk or 
to the side so that the receptionist can 
make a hasty retreat if necessary. 

• Check exterior lighting, especially in are-
as where employees walk to their cars. 
Discuss lighting needs with your Facility 
Manager, who can discuss improve-
ments with the Facilities and Fleet. 

• If necessary, ask FAF Custodial and 
Grounds to prune landscaping to elimi-
nate hiding places near entrances, walk-
ways, and parking areas. 

• Install a buzzer or silent alarm that alerts 
employees in the back that a problem ex-
ists at the front desk. 

• Make sure that all non-public entrances 
are kept closed and locked, and that 
signs are posted where necessary direct-
ing clients to public entrances. Check 
with the County Fire Marshal before lock-
ing a door that is not equipped with a 
"panic bar" on the inside. 

• Post emergency numbers for police, fire, 
and medical services. If your phones re-
quire dialing "9" first, be sure the notices 
say "9-911". 

• Protect against bombs by placing heavy 
barriers to keep trucks and vans from 
parking close to the building. 

It may be necessary at some facilities to go 
beyond the minor physical measures listed 
above. Installation of such equipment as 
metal detectors, special locks, and bullet-
proof glass may be advisable but are beyond 
the scope of this booklet. FAF Capital Pro-
grams can give you an idea of the costs in-
volved. Be aware that such measures, alt-
hough effective, are not a fail-safe protection 
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against workplace violence. Any physical 
security improvements should also be ac-
companied by a particularly aggressive im-
plementation of the other suggestions con-
tained in this booklet. 

Protection from Strangers 
To help your employees protect themselves 
against violent crimes such as robbery or 
assault, distribute pamphlets and booklets 
regarding crime prevention.  

Work with your employees to address any 
work practices (such as cash handling) that 
may involve a risk of violence. Where appro-
priate, post signs stating that limited cash is 
kept on hand. 

Protection from Clients 
Much of what you as a supervisor can do to 
prevent client violence has to do with training 
your employees. Consult one of the re-
sources at the back of this booklet for 
sources of training and/or training materials. 

Some procedures that can help prevent client 
violence include having clients sign in at the 
reception area, wear a visitor badge, and/or 
be escorted if they must enter work areas. 
Talk with your employees, your supervisor, 
and one or more of the resources listed at 
the back of this booklet to get their thoughts 
about measures that could improve the secu-
rity of your particular operation. 

Many employees ask about security guards. 
In certain controlled situations, properly 
trained and screened security guards can be 
effective, but it is not possible to cover every 
situation, and security guards are quite ex-
pensive. The best protection is to have a 
trained staff member who knows how to re-
spond appropriately in the event of a threat 
or a violent act. 

Protection through Selection and Hir-
ing 
The best way to reduce violence by employ-
ees is to not hire potentially violent employ-
ees in the first place. Although an applicant's 
potential for violence may be the farthest 
thing from your mind during the selection 
process, the hiring interview is a prime op-
portunity to probe an applicant's approach to 
potentially volatile situations. You might base 

your questions on a scenario, preferably one 
that is related to the specific job opening and 
describes a situation where a hypothetical 
employee is treated in a way that would tend 
to provoke anger. 

Pay close attention to the applicant's re-
sponses — they may be subtle, but they may 
give you valuable information that will help 
you in your hiring decision. 

A second, very important step is to check 
references and verify employment dates and 
titles with prior employers before making a 
job offer. There are a number of legal issues 
involved with these checks, and many laws 
restrict what a prospective employer may 
ask. California law, however, gives law en-
forcement agencies the right to obtain a 
peace officer applicant's employment infor-
mation from previous employers.2

Domestic Violence 

 If you need 
advice in this area, contact Human Re-
sources. 

What Is Domestic Violence? 
Domestic violence occurs when a person in 
an intimate or familiar relationship is abused 
by the other person in that relationship. This 
abuse may be physical, but it can also be 
verbal, emotional, or sexual. The abuser of-
ten seeks to exert power or to isolate and 
control the victim by cutting off finances, 
friendships, and other means of support. 
Domestic violence can involve persons in a 
variety of relationships, such as… 

• Spouse or former spouse. 

• Domestic partner or former partner. 

• Dating, former dating or engagement 
relationship. 

• A person with whom the victim has had a 
child. 

• An elderly person who is abused by a 
grown child, grandchild, or other care 
giver. 

Because women are six times more likely 
than men to be injured by domestic violence, 
this Guide uses feminine pronouns when re-

                                                      
2 California Government Code, sec 1031.1 
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ferring to domestic violence. However, a vic-
tim can also be male. 

How Bad is the Problem? 
According to the Bureau of Labor Statistics, 
about one million women each year are vic-
tims of domestic violence. Although statistics 
indicate that poor women are more likely to 
be victims, domestic violence is present in all 
levels and circles of society. In Santa Clara 
County, the District Attorney's Office receives 
over 100 reports of domestic violence per 
week — 5,000 per year. 

Why is Domestic Violence a Work-
place Problem? 
Domestic violence affects the workplace in 
many ways. A survey3

• 33% say that domestic violence affects 
their balance sheet. 

 of 100 senior execu-
tives in Fortune 1,000 companies found that: 

• 49% said that domestic violence had a 
harmful effect on their company's 
productivity. 

• 66% agreed that a company's financial 
performance would benefit from address-
ing the issue. 

Domestic violence becomes a workplace 
safety issue when a perpetrator makes 
threats against an employer or comes to the 
workplace seeking to harm a victim. In the 
United States, 17% of the women killed at 
work were killed by current or former hus-
bands or boyfriends. One situation in the 
County organization resulted in this type of 
employee death. 

There is also a human side to the issue. 
When an abuser tries to keep his victim from 
having any outside support, a victim of do-
mestic violence may find that her last resort 
is support from the workplace. Therefore, an 
employer who is supportive of such a victim 
may have a key role to play in providing that 
last link to help. A victim can also change her 
address and phone number to avoid an 
abuser but very few victims can afford to 
leave their employment. 
                                                      
3 Liz Claiborne, Inc. "Addressing Domestic 
Violence: A Corporate Response". Conduct-
ed by Roper Starch Worldwide in 1994. 

Is Domestic Violence Affecting Your 
Workplace? 
As a supervisor, you may become aware of a 
domestic violence situation that affects your 
workplace. But unlike violence or threats in-
volving a stranger, domestic violence is al-
most always unreported at first. It is only after 
repeated abuse that a victim is willing to 
come forward. Therefore, keep your eyes 
and ears open. 

Some signs of possible domestic violence 
are listed below. Use caution when using this 
list; just because someone is exhibiting one 
or more of these signs does not necessarily 
mean that she is a victim of domestic vio-
lence. Do not assume that someone is being 
abused. 

SIGNS THAT A PERSON MAY BE EXPERI-
ENCING DOMESTIC VIOLENCE4

• Nervous or inappropriate laughter or 
smiling. 

: 

• Crying. 

• Anxiety. 

• Defensiveness, anger. 

• Lack of eye contact, or fearful eye con-
tact. 

• Minimizes the presence or seriousness 
of injuries. 

• Overly attentive, aggressive or defensive 
partner. 

• Talks about "a friend" who has been 
abused. 

• Refers to a partner's "anger" or "temper". 

• Uses health care services repeatedly, 
especially for psychosomatic complaints 
or for injury to the same site. 

• Tardiness and/or absenteeism. 

• Complaints including headaches, sleep-
ing disorders, difficulty concentrating, 
anxiety, depression, fatigue, nightmares, 
suicide attempts or gestures, abdominal 

                                                      
4 Santa Clara County Domestic Violence Pro-
tocol for Health Care Providers, April 1994, 
pg. 7. 
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and gastrointestinal complaints, marital 
problems. 

• Repetitive and/or harassing phone calls 
from the partner or former partner. 

• Pamphlets on domestic violence quietly 
disappear from display racks in your 
workplace. 

Dealing With A Domestic Violence 
Situation 
If you have reason to believe one of your 
employees may be experiencing domestic 
violence that is impacting your workplace, get 
advice — from your supervisor or from one of 
the resources listed in Appendix A at the 
back of this Guide. Do not take any action 
without first telling your supervisor. 

You have an obligation to respond, but get-
ting started is the hardest part. There is no 
"trigger" or set of criteria that will indicate ex-
actly what to do since each situation is differ-
ent. 

GATHER INFORMATION. 

The first step in responding to a domestic 
violence situation is to gather information. 
Since this can be difficult, consider the sug-
gestions in this section, and who might be 
able to help you. 

BARRIERS TO COMMUNICATING WITH 
VICTIMS 

Some communication barriers that victims of 
domestic violence may experience are listed 
below. Before you talk with your employee, 
take some time to think about how these bar-
riers may be affecting her — and you. Again, 
get advice and support from others. 

The victim may… 

• Be afraid of threats by the abuser. 

• Deny the existence or extent of the 
abuse. 

• Be afraid of living alone. 

• Feel embarrassed, humiliated or degrad-
ed about the abuse. 

• Think the injuries are not serious enough 
to matter. 

• Feel responsible or guilty. 

• Feel generally overwhelmed by the situa-
tion. 

• Love the abuser. 

• Believe the abuser's promises that he will 
stop the abuse. 

• Pity the abuser and believe that his be-
havior can change without help or inter-
vention. 

• Be afraid that the abuser will commit sui-
cide. 

• Feel a loyalty to the abuser. 

• Have an economic dependence on the 
abuser. 

• Have a cultural, ethnic or religious back-
ground that inhibits disclosure to non-
family members. The Equal Opportunity 
Division or a community group may be 
able to help you here. 

• Define abuse differently and therefore 
not consider the situation abusive. 

• Think that the situation may reflect nega-
tively on her performance evaluation or 
promotability. 

• Believe that children need two parents 
and that discussing the abuse may re-
move the father. 

• Not wish to disclose his or her homosex-
uality. 

As a supervisor, you may also face some 
common communication barriers of your 
own. You may… 

• Be afraid of offending the employee. 

• Be afraid the employee may not want to 
discuss the situation. 

• Not want to become involved in a per-
sonal matter between intimates. 

• Feel helpless given the complexity of the 
issue. 

• Think that it is not your role to ask ques-
tions or intervene. 

• Believe that it is the employee's respon-
sibility to raise the issue of abuse. 

• Assume that if the employee does not 
bring up the subject, there has been no 
abuse. 
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• Blame the employee or feel frustrated 
that she does not leave the relationship. 

• Not believe the employee because you 
have personally observed the alleged 
abuser to be very concerned and pleas-
ant. 

• Be unaware of or uninformed about the 
scope and dynamics of domestic vio-
lence. 

• Assume that people from middle to upper 
class backgrounds are not at risk of 
abuse. 

• Be uncomfortable with situations where 
the abuser is a woman or a homosexual 
partner. 

WHAT SHOULD YOU SAY? 

Appendix B contains a list of suggested 
questions that you can choose from when 
considering what to ask an employee whom 
you suspect may be a victim of domestic vio-
lence. Be careful not to pry into areas of an 
employee's personal life that she does not 
want to discuss, but rather be supportive. 
Emphasize your concern for her safety and 
the safety of other employees at the work 
site. 

IF THE EMPLOYEE SEEMS UNCOOPERA-
TIVE 

When a domestic violence situation spills 
over into the workplace, it is very embarrass-
ing for the victim. She is often frightened, 
timid and confused. Since she may be in a 
state of shock or denial regarding a situation, 
she may be reluctant to discuss the situation, 
seek help, or work with you to protect others 
from the perpetrator. 

If this is the case, don't push it. You may be 
inclined to pressure the victim into coopera-
tion, but it is important that you empathize 
and try to put yourself in the victim's shoes. 
Listen to her and her assessment of the situ-
ation. Resolutions are most effective when 
the victim is a willing participant in the solu-
tion. You may want to refer her to expert help 
or consult an expert yourself so that you can 
better understand how to be supportive in 
your role as a supervisor. 

Make sure to let her know that you are avail-
able to talk and listen at any time. 

SUPPORT FOR VICTIMS OF DOMESTIC 
VIOLENCE 

Be supportive with your words and deeds. 
Employees who feel supported by their su-
pervisor will be more willing to share perti-
nent details that could help protect all the 
employees at the work site. Your support will 
also help preserve the victim's morale and 
loyalty during this difficult time. 

This is not a time for timidity. Abusers fear 
being exposed, and as you and your depart-
ment's management become involved in 
supporting the victim, you may need the 
courage to take steps that the abuser will not 
like. But that is the whole point of an employ-
er's involvement — to make sure that the 
victim is not alone, that she has the re-
sources of the County organization support-
ing her. 

The victim will also need support off the job. 
You may want to refer her to one of the re-
sources listed in Appendix A at the back of 
this Guide. The resources listed under "Shel-
ters" may be particularly helpful since they 
have trained staff members who can provide 
emotional support as well as logistical sup-
port. The Employee Assistance Program is a 
valuable resource. Some departments have 
internal domestic violence or counseling re-
sources that are available to department em-
ployees. The victim's normal health care pro-
vider may also offer counseling that would be 
of some help. 

CONFIDENTIALITY VS. RELAYING IM-
PORTANT INFORMATION 

Sometimes information you obtain may need 
to be shared with others at the workplace for 
their protection. An example would be the 
posting of a photo of the abuser at the recep-
tion area (for employees' eyes only) with a 
statement listing pertinent facts such as his 
name, his relationship to the victim, and his 
observed behavior (such as threats he has 
made). Consider the victim's feelings, and 
discuss with her the importance of releasing 
enough information to ensure the safety of 
employees at the work site. Before releasing 
any information, consult your supervisor, 
County Counsel, Labor Relations, or other 
resources listed in Appendix A at the back of 
this Guide. 

WORK PERFORMANCE OF THE VICTIM 
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Domestic violence can affect the victim's job 
performance in different ways. Fatigue, fear, 
or depression may affect efficiency and accu-
racy; child care or court dates may affect 
punctuality and attendance. Also, the perpe-
trator may cause interruptions by calling the 
victim at work. Although you may feel under 
pressure to maintain the victim's work per-
formance, consider her feelings and make an 
extra effort to be supportive during this diffi-
cult time. 

Discuss with your supervisor the victim's 
need for time off work, and be flexible with 
regard to scheduling. Although the County 
does not have a leave policy for domestic 
violence situations, remember that reasona-
ble flexibility with regard to a victim's needs 
to attend to such issues as child care and 
court dates may enable her to find solutions 
to a difficult situation. Conversely, insensitivi-
ty and an unnecessarily rigid adherence to 
scheduling may result in the victim's losing 
her job, her livelihood, and perhaps even her 
life. Such factors should be weighed careful-
ly, reviewed with your department's man-
agement, and discussed with the Office of 
Labor Relations before making decisions re-
garding scheduling or job performance. 

"Stalkers" 
Stalking is when a perpetrator "willfully, mali-
ciously, and repeatedly follows or harasses 
another person and makes a credible threat 
with the intent to place that person in rea-
sonable fear for his or her safety".5

If one of your employees is the target of a 
stalker, take the situation seriously. Stalkers 
can be quite intelligent and cunning in their 
methods, especially in their ability to gain 
information about the habits and wherea-
bouts of their victims. Therefore, be careful 
that you and your employees do not release 
any information about the victim's work or 

 Stalking 
goes beyond mere harassment in that threats 
of violence are involved. A stalker will usually 
focus ("fixate" might be a better word) on a 
particular individual with whom he has had a 
real or imagined relationship. A stalker can 
be an abusive husband pursuing his wife or 
an anonymous admirer pursuing a fantasy. 

                                                      
5 California Penal Code, sec. 646.9 

home phone number, home address, work 
location, or schedule. 

Once a stalker knows where his victim is, he 
will try to make contact. If the victim is 
somewhat protected (by being at work, for 
instance) the stalker may test the level of 
protection. For example, he may come to the 
parking lot at work. Psychologists refer to this 
type of action as "boundary probing". The 
actions and measures suggested in this 
Guide will help keep your workplace bounda-
ry strong, which may deter a stalker. Alt-
hough the stalker may test other boundaries, 
you have done your job to protect your em-
ployees by strengthening the level of security 
at your workplace. 

Restraining Orders 
California law permits an employer to obtain 
a temporary restraining order against a per-
petrator (including a perpetrator who is also 
an employee) who is threatening or stalking 
an employee, elected official, volunteer, or 
independent contractor.6

Employees in urgent need of protection at 
any time of the day or night — whether or not 
the courts are open — can request an Emer-
gency Protective Order (very short-term) 
from the law enforcement agency responding 
to the incident. Call the police department of 
the city where the incident occurred. 

 

Restraining Orders, whether obtained by an 
employee or an employer, can be of value. At 
the time of this writing, not one of those who 
obtained a Restraining Order in Santa Clara 
County has been among the County's do-
mestic violence homicide victims.7

But experience has shown that these Orders 
often do not prevent further stalking; instead, 
they can trigger a violation of the terms of the 
Order — or a violent act. Restraining Orders 
should therefore be used with extreme cau-
tion, and only after thorough consultation with 
threat assessment experts and knowledgea-
ble legal counsel. 

 

                                                      
6 Ch. 29, Code of Civil Procedure sec. 527.8 
7 Santa Clara County District Attorney's Of-
fice 
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Employees Who are Batterers in Do-
mestic Violence Situations 
There may be situations where you suspect 
that one of your employees is an abuser in a 
domestic violence situation. Although other 
employees in the workplace may not be in 
danger, this type of situation can be difficult. 
Discuss the situation with your supervisor. 
Since an employee cannot be disciplined for 
engaging in activity that is not proven, work 
with your supervisor and Labor Relations to 
conduct a confidential investigation of the 
facts, especially as they may pertain to activi-
ties in the workplace. For example, if a Coun-
ty employee is using County time or tele-
phones to convey threatening messages, this 
can be dealt with using the progressive disci-
pline process. If both the victim and the al-
leged perpetrator work for the County, you 
will also want to involve management in the 
victim's department. 

The batterer should also be referred for 
counseling to the Employee Assistance Pro-
gram, or to one of the other resources in Ap-
pendix A. 

Legal Liability 
Some actions you may want to take could 
create the potential for lawsuits against the 
County. Rash or inflated statements regard-
ing the seriousness of threats or incidents 
could embarrass a victim, especially if these 
statements are made public or are the sub-
ject of office gossip. Before posting a photo 
of the perpetrator or releasing any other in-
formation, consult with your supervisor, the 
victim, and County Counsel. 

Training 
Since domestic violence in the workplace 
knows no departmental boundaries, it is im-
portant that all County employees under-
stand the issues involved. If your department 
has not already conducted domestic violence 
training, consult your supervisor and your 
departmental training coordinator. Consider 
showing a domestic violence video at your 
next safety meeting or using one of the train-
ing resources listed in Appendix A. 

Threats of Violence 

A threat of violence can take many forms. 
Verbal comments, phone calls, and letters 
are common, but a threat can include sym-
bols such as mutilated animals – anything 
that would make a reasonable person fear for 
his or her safety. 

The threat can come from a variety of 
sources – a disgruntled client, a current or 
former employee, an abuser in a domestic 
violence situation, or a member of a group or 
organization. The target of the threat might 
be the workplace as a whole or a particular 
individual. 

Threat Reporting 
If one of your employees reports a threat of 
violence, take the threat seriously and tell the 
employee that reporting the threat was the 
right thing to do. Assure him or her that the 
report will be handled discreetly and will only 
be shared with those who need to know. 

Your next step after receiving a threat de-
pends largely on your judgement. If you think 
that a violent act is imminent, you may want 
to call the police at 911 (or 9-911) and warn 
employees immediately. In any case, tell 
your supervisor about the threat and request 
that an incident report regarding the threat be 
conveyed to top level administrators in your 
department. You may also want to report se-
lected facts about the threat to your Facility 
Manager, neighboring offices in your build-
ing, and, in leased facilities, to the landlord. 

Threat Investigation 
Work with your supervisor and Labor Rela-
tions to investigate all threats, regardless of 
the nature of the threat. Ask the following 
questions, and keep proper notes and rec-
ords. 

• Who made the threat? 

• Against whom was the threat made? 

• What is the alleged perpetrator's rela-
tionship to the victim? 

• What was the specific language of the 
threat? 

• Was there any physical contact or other 
considerations that would lead you to be-
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lieve the threatening person will follow 
through? 

• The names of witnesses to any threats. 

• What was the time and place where the 
threat occurred? 

• Have there been any prior incidents of 
violence or threats? 

• Is there any documentation such as let-
ters or recorded phone messages, or 
other physical evidence? (If so, save 
them.) 

• Is there any other information or any 
suggestions that would help in the inves-
tigation? 

If you feel you should meet with witnesses, 
do so immediately. Maintain confidentiality 
except where the release of selected facts is 
needed to ensure the security of others. 

Threat Assessment 
A difficult question is: will the perpetrator ac-
tually follow through on a threat of violence? 
Expert threat assessment consultation is 
available from County Mental Health Director 
or Mental Health Adult Services. Most police 
departments are not equipped to conduct 
threat assessments; their role is primarily to 
respond immediately to situations involving a 
violation of the law. 

Be alert to an escalating situation, and ask 
(with discretion and sensitivity) if an employ-
ee feels he or she is in danger. Do not act on 
rumors; make sure that facts are confirmed 
before you or anyone else confronts a perpe-
trator or takes action. Along with your super-
visor, consult expert help, including County 
Counsel (see the list of resources in Appen-
dix A under Threat Assessment). When in 
doubt, err on the side of safety for your em-
ployees. 

In a situation of domestic violence, threat 
assessment is often more difficult since the 
perpetrator cannot be directly observed or 
interviewed and you will have to rely on 
statements by the victim and other witness-
es. In some cases the victim may have let-
ters, recordings of voice mail messages, or 
other items that a trained professional can 
use to make a more accurate threat assess-
ment. Tell the victim to be sure to save any 
such evidence. 

THREAT ASSESSMENT TEAM 

Although Santa Clara County does not have 
a predesignated threat assessment team, 
your department may have one. If not, you 
may want to ask your agency and/or depart-
ment head to convene a meeting of various 
County or department officials who may be 
involved with the case. Such a team would 
include representatives from Mental Health, 
Labor Relations, Human Resources, County 
Counsel, and County Executive. The meeting 
may also involve outside specialists such as 
security or psychological consultants. 

Contact with the Perpetrator of the 
Threat 
If you need to make contact with the alleged 
perpetrator, do not place yourself in danger 
by doing so – get help; you should not have 
to handle difficult situations alone. You may 
also want to take steps to increase security 
before making contact. When making con-
tact, as non-threatening open-ended ques-
tions. Be supportive in the initial stages of the 
conversation, but do not suggest that you 
would be willing to give in to demands made 
or violate any laws, County policies, con-
tracts, or merit system rules. 

Bomb Threats 
Bomb threats are a unique kind of threat be-
cause the stakes are so high. The two most 
common reasons for bomb threats are: 

• The caller knows about a bomb and 
wants to minimize injury or property 
damage. (The caller may be the bomber 
or someone else who has information 
about the bomb.) 

• The caller wants to create an atmos-
phere of anxiety and panic in order to 
disrupt normal operations at a County fa-
cility. 

Most bomb threats are made by phone. 
Since most County facilities lack a central 
switchboard, any employee who receives 
calls directly could receive a bomb threat. 
Copy the Bomb Threat Checklist on the last 
page of this Guide for your employees to 
keep under their phones. 

Report all bomb threats to your supervisor, 
your Facility Manager, the Emergency Re-
sponse Team Leader, and, in some cases, to 
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911 (or 9-911). The decision to evacuate will 
be made by the Facility manager based on 
the amount of detail available and whether 
the call appears to a legitimate threat or a 
prank. If an evacuation is needed: 

• Pay attention to specific evacuation di-
rections. 

• Leave doors and windows open to let the 
blast wave escape. 

• Take your brief case, purse, lunch bag, 
etc. with you to minimize the search. 

• The Facility Manager will work with police 
to keep anyone from re-entering the 
building. 

The search, if required, needs to be done by 
people who are familiar with the facility. The 
police will help, but they do not have the re-
sources to do it alone. If your employees help 
with search, make sure that they: 

• Check their immediate work area and 
report any suspicious objects to you or 
the Facility Manager. 

• Do not touch any suspicious object – 
leave removal and disposal for the Bomb 
Squad. 

• Report the object to you or the Facility 
Manager. (You should then tell the Bomb 
Squad.) 

• Use normal phones for communication – 
radios or cellular phones can detonate a 
bomb. 

Letter Bombs 
Letter bombs vary in size and shape, and are 
usually addressed and booby-trapped to 
reach a specific target. 

Be alert for unusual markings: 

• Foreign mail or special delivery. 

• Excessive postage. 

• Handwritten or poorly typed address. 

• Addressed to a title only, or the wrong 
title with a name. 

• Unknown or no return address. 

• Misspellings of common words. 

• Restrictive markings, such as "personal". 

Watch for strange packaging: 

• Excessive or lopsided weight. 

• Rigid, uneven, or sloppy envelope. 

• Protruding wires or foil. 

• Oil or grease stains; strange odor. 

• Excessive tape or string. 

If you suspect that a package may be a 
bomb, do not try to open it. Isolate it, keep 
everyone back at least 25 feet, open doors 
and windows, and call 911 (or 9-911). 

TRUCK BOMBS 

Report suspicious or unattended trucks or 
vans to the police and to the Facility Manag-
er. This is especially true if the facility recent-
ly received a bomb threat. 

Threats by Employees 
You may encounter a situation where the 
alleged perpetrator is a County employee. If 
you become aware of such a situation, con-
duct an investigation as described above. 
Keep an open mind. Remember that a report 
of a threat may have been fabricated in order 
to retaliate against the alleged perpetrator. 
To make sure the information you have is 
firsthand, try to talk with several people who 
directly observed the threatening behavior. 

Use common sense in taking any personnel 
actions, and call your departmental person-
nel unit and Labor Relations if you need 
guidance. They may recommend placing the 
alleged perpetrator on administrative leave 
while you investigate further. Ask Labor Rela-
tions how to best obtain additional infor-
mation, and specifically about a compulsory 
medical examination to determine fitness for 
duty. If Labor Relations recommends that 
you interview the perpetrator, discuss with 
them beforehand what, if any, security 
measures should be taken during the inter-
view. 

WHEN AN EMPLOYEE FRIGHTENS OTH-
ERS 

There can be times when a troubled employ-
ee becomes a troubling employee. This usu-
ally begins when a pattern of behavior esca-
lates to the point where co-workers are afraid 
of an employee, or it can be a crisis that ulti-
mately leads to a violent act. However, peo-
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ple rarely commit a violent act "out of the 
blue", and people don't "just snap". A violent 
act is almost always preceded by a number 
of warning signs or changes in behavior. 
Since these changes can be subtle, it is im-
portant to observe behavior carefully. Some 
of these warning signs are listed below. 

Use caution when reading this list — it is not 
intended as an evaluation tool for you to as-
sess the stability of an employee, since a 
display of one or more of these signs does 
not necessarily mean that a person will be-
come violent. This list is simply a summary of 
the kinds of behaviors displayed by individu-
als who have at times committed violent acts. 
The purpose of this list is to heighten your 
awareness and to help you to determine if 
you have a cause for concern. Consider the-
se behaviors as a whole, and don't focus on 
one isolated act. 

• Veiled or open threats of violence, e.g., 
predicting "bad things are going to hap-
pen", especially threats that are detailed 
or appear to be well planned. 

• A history of discipline or litigation; react-
ing poorly to discipline or performance 
evaluations. 

• Irritability, belligerence, hostility. 

• Excessive focus on guns, police or the 
military; subscription to paramilitary 
magazines such as "Soldier of Fortune" 
or boasting of weapons collections. 

• Changes in behavior, such as a deterio-
ration of work performance or in increase 
in concentration problems; becoming in-
appropriately withdrawn, increasingly an-
gry, or agitated, or out of touch with reali-
ty. This may also signal a substance 
abuse problem. 

• A resumption or escalation of drug and/or 
alcohol abuse. 

• Reacting with great stress to workplace 
events such as layoffs, discharges, de-
motions, reorganizations, labor disputes, 
or to personal/family problems such as 
divorce, bankruptcy, etc. 

• Blaming others; inability to accept re-
sponsibility. Holding a grudge, especially 
against a supervisor, or a co-worker who 
is alleged to have received some "favor" 

such as a promotion at the perpetrator's 
expense. 

• Depression. 

• Paranoia — indicated by statements that 
everyone is against him or her, or by 
panicking easily. 

• An increased propensity to push the lim-
its of normal conduct, with disregard to 
the safety of self or co-workers. 

• Crossing a co-worker's or supervisor's 
physical boundaries ("getting in their 
face"), physical posturing or aggressive-
ness, stalking, excessive phone calls, 
etc. 

• A known personal history of violent, reck-
less, or anti-social behavior. 

• References to or identification with mass 
murderer and infamous incidents of 
workplace violence, such as Post Office 
shootings. Having a fascination with re-
cent incidents of workplace violence, and 
expressing approval of the use of vio-
lence under similar circumstances. 

• An obsessive involvement with the job, 
which becomes the sole source of identi-
ty. 

• A "loner", with little or no involvement 
with co-workers. 

• A combination of the use of stimulants, 
paranoid behavior, and the purchase of 
weapons can be a particularly risky com-
bination. 

If you observe a change in an employee's 
behavior that fits the overall pattern of this 
list, it is a cause for concern. It is important 
that you communicate any concern immedi-
ately. Tell your supervisor, and call Labor 
Relations, and Mental Health Director, or 
Mental Health Adult Services. Do not attempt 
to determine whether or not an employee is 
going to become violent based on behavior 
you observed; leave this kind of assessment 
to the experts. At the same time, do not be-
come complacent nor put off calling the 
numbers above if you have a concern. 

DISCIPLINE AND DISCHARGE 

If one of your employees becomes a trou-
bling employee it is important to start appro-
priate personnel actions immediately. Re-
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member that the County's Workplace Vio-
lence Prevention Policy prohibits any violent 
or threatening behavior and provides for dis-
ciplinary action as needed. This may include 
suspension or discharge. The progressive 
discipline process includes a wide range of 
options. Since the Americans with Disabilities 
Act gives some protection to employees who 
are mentally ill, it is important to consult with 
the Office of Labor Relations before taking 
actions. 

Do not let such problems persist un-
addressed. The worst thing you can do is to 
ignore a problem or have an employee trans-
ferred to another department, because the 
problem will just crop up there. 

Document all behaviors that contribute to 
your concern. This includes comments made 
to you or other employees, threats – either 
written or verbal, or behaviors that seem ei-
ther inappropriate or scary. 

The investigation may establish that you 
have reasonable cause to put the employee 
on administrative leave pending the initiation 
of discharge procedures. If you decide to 
place the employee on administrative leave, 
plan carefully (in consultation with Labor Re-
lations) before you meet with the employee 
to inform him or her of your decision. The 
following steps may help to reduce the likeli-
hood that the employee will resort to violent 
behavior. 

• Always treat the employee with respect. 

• Inform the employee prior to the meeting 
of his or her right to union representation 
during the meeting. 

• Do not dwell on the reasons for your de-
cision. 

• Do not negotiate. Your decision is final. 

If the discipline process results in the em-
ployee's separation from the County, two 
more steps may be helpful: 

• Ask the employee where he or she would 
like you to forward his or her mail. This 
will help the employee understand that 
the discharge is in fact final, but at the 
same time gives him or her a sense of 
control. 

• Ask the employee what he or she would 
like you to tell future employers who call 

regarding references. This again gives 
the employee some sense of control and 
helps address one of the primary fears of 
an employee who is fired – how what you 
will say to a prospective employer will af-
fect his or her prospects of getting an-
other job. 

OTHER FOLLOW-UP ACTIONS 

The investigation may reveal that accusa-
tions against the alleged perpetrator were 
false. In this case, you may have to dig 
deeper to determine and deal with the root 
causes of such false accusations. 

You may want to consult with one of the 
threat assessment experts in County Mental 
Health Director or Mental Health Adult Ser-
vices regarding other actions to be taken. If 
the investigation determines that the employ-
ee is not a threat, but still has personal prob-
lems that need addressing, you may refer 
him or her to the Employee Assistance Pro-
gram for counseling 

If the threat assessment determines that the 
employee is a threat, warn all potential vic-
tims as soon as possible. 

In some cases, a violent act can be averted 
by overriding an established policy to give 
the perpetrator what he or she is demanding. 
Although the decision to override a policy 
should not be taken lightly, and will likely 
need to be made by upper management, 
such actions have been successful in avert-
ing violent acts. If you are considering over-
riding a policy, you or your supervisor should 
notify the County Executive's Office. 

Actions to Take If You Have Some 
Lead Time 
Although a situation may not require immedi-
ate action, lives may still be in danger. Lives 
have been saved by a supervisor's decisive 
action. Such actions might include: 

CONDUCT A THREAT ASSESSMENT 

Call and/or refer the victim to threat assess-
ment consultation from County Mental Health 
Director or Mental Health Adult Services. 

 

IMPROVE PHYSICAL SECURITY 

Review the violence prevention plans for 
your facility. Actions you can take to improve 
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security for your employees and/or a single 
victim include: 

• Hiring a police officer to be on hand at 
the work site. Call the County Sheriff's 
Reserves. There is an hourly fee for this 
service. 

• Moving the victim's desk to another area 
or to a more secure facility. 

• Posting a photo (if available) of the al-
leged perpetrator at reception areas (for 
employee eyes only). Be careful about 
legal issues surrounding this. 

• Purchasing additional equipment (such 
as panic buttons for the reception desk, 
cellular phones, intercom and/or public 
address systems, violence prevention 
pamphlets, etc. 

CONDUCT TRAINING 

Conduct violence prevention training, em-
phasizing the response procedures con-
tained in this Guide and in your building's 
emergency plan. Brief employees and other 
facility occupants regarding the threats. 

WORK WITH LOCAL POLICE 

If time permits, you may want to establish a 
relationship with either a threat assessment 
team or an individual in your local police de-
partment so that if the situation becomes crit-
ical, persons within the police department will 
already be familiar with the situation. This 
can improve both the level of response and 
the level of officer safety, because officers 
will already have prior knowledge of the level 
of dangerousness of the perpetrator when 
they are responding to an urgent threat of 
domestic violence. 

When Immediate Action Is Required 
Due to their complex nature, you may not 
hear about a domestic violence situation as 
soon as you would like. Because of potential 
embarrassment, and/or other reasons, the 
victim may not have shared enough infor-
mation with you until it is too late for a more 
leisurely intervention. In other words, you 
may be dealing with a situation where there 
is a shortened warning period and you may 
need to take action now. In such situations, 
take the following steps: 

• Call the Police 911 (or 9-911) and stay 
on the line until the dispatcher hangs up. 
Do not hang up first. If you cannot speak, 
just leaving the receiver off the hook will 
allow the dispatcher to hear noises that 
will help determine what kind of response 
is needed. 

• Evacuate the building if possible. If not, 
flee and find some place to hide. 

• If confronted by the perpetrator, do not 
argue with him. This is not a time for her-
oism, and the perpetrator will not be 
thinking logically anyway. Give him what 
he wants, no questions asked. There 
may be situations where you can use 
your best judgment to help resolve the 
situation. 

Support for Threat Victims 
In the flurry of activity following a threat of 
violence, remember to consider the needs of 
the victim(s). Since threat victims can be-
come anxious or fearful, take the time to lis-
ten to their concerns, offer your support and, 
within the confines of confidentiality, keep 
them informed. If necessary, refer them to 
counseling through the Employee Assistance 
Program. 

Incidents of Violence 

Immediate Responses to Incidents 
Your response to an incident of violence will 
depend on the situation, and whether or not 
there are injuries or deaths involved. The 
Workplace Violence Prevention section of 
your Facility Emergency Plan can help guide 
your actions. If you have not prepared such 
as section, you may want to take the follow-
ing actions: 

• Call 911 (or 9-911) 

• Assign persons to handle: 

− Evacuation (if needed). 

− Directing incoming Emergency Re-
sponse Vehicles. 

− Communication with outside agen-
cies. 

− Media relations. 
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• If needed, use Evacuation Routs and go 
to your Assembly Point(s). 

• Decide on means of communication, 
such as portable radios, cordless tele-
phones, cellular telephones, silent 
alarms, buzzers, and intercom systems. 

• Call other agencies and organizations. 
This may include some of the resources 
listed at the end of this booklet. 

Critical Incident Stress Debriefing 
All those affected by the incident can benefit 
from a Critical Incident Debriefing. Contact 
one of the counseling resources listed in Ap-
pendix A. Such services can reduce negative 
long-term effects of the event. Be sure to ar-
range for follow-up sessions, as well as addi-
tional debriefing sessions if needed. 

Notification of Relatives and Next of 
Kin 
If an employee is severely injured or killed in 
an act of workplace violence, the likelihood of 
future claims and lawsuits can be reduced if 
the notification process is carried out profes-
sionally and sensitively. Since notification of 
next of kin should be handled at the top lev-
els of the County's organization, be sure you 
or your supervisor contacts your agen-
cy/department head prior to making any such 
notification. 

Support for Those Affected by the In-
cident 
All those affected by the incident, including 
co-workers, supervisors, witnesses, clients 
and survivors and next of kin will benefit from 
offers of support – including counseling, 
transportation, and other logistical assistance 
that would help ease the pain. In summary, 
any gesture of kindness during this time will 
do a great deal to provide comfort and sup-
port – and help to prevent future claims and 
lawsuits by family members. Since expenses 
for such support can be an issue, especially 
when out-of-town family members are flying 
in, decisions regarding payment should be 
made by the executive managers involved. 

It will help the emotional well being of co-
workers if clean-up procedures required by 
an incident begin immediately so that the 
work site is restored to a normal appearance 

as soon as possible. This may include re-
placing broken windows, painting, carpet re-
placement, etc. Ensure this work is done 
quickly and professionally – ideally within one 
working day. 

Organizations such as The Center for Living 
with Dying listed on the back of this guide 
can provide some additional guidance in this 
area. You may also want to provide some 
kind of activity where the deceased or injured 
can be remembered. This may be a memori-
al service, a wake, or some other type of ac-
tivity. One organization provided flowers and 
blank books in deceased employee's offices 
so co-workers could record their thoughts 
and feelings regarding their departed co-
workers. It is little touches like these that go a 
long way toward facilitating the healing pro-
cess. 
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Conclusion 

You and your employees may never be in-
volved in an incident of workplace violence. 
However, due to the types of services the 
County provides, and the violent history of 
many of our clients, it is important to under-
stand how to help prevent, prepare for, and 
respond to such incidents. This booklet has 
provided a starting point for such an under-
standing, but you should now discuss specif-
ic training and preparedness needs with your 
employees, and work with your supervisor to 
fully address those needs.  

Because of the complexities of workplace 
violence, you may want to consult with one of 
the resources listed in the Appendix or refer 
the victim to one of these resources. In doing 
so, you should be aware of the tendency for 
various organizations to recommend solu-
tions in their own areas of specialty. For ex-
ample, law enforcement agencies will tend to 
recommend a law enforcement-related solu-
tion, psychologists will want to conduct inter-
views and assessments, and attorneys will 
want to pursue a legal solution. While all of 
these may be necessary, it remains up to 
you, the supervisor, in consultation with your 
department's management, to exercise your 
best judgment as to the best course of action 
to take, since each case is different. 
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Appendix A: Resources 

Workplace Violence Contacts: 
• Assistance with difficult clients: Office of 

Human Relations 792-2300 

• Assistance with difficult employees: Of-
fice of Equal Opportunity 299-5865 

• Building Modifications: Fire Marshal 993-
4604; FAF Building Operations 299-
3682; FAF Capital Programs 993-4600 

• Claims management (in the event of an 
incident involving injuries or property 
damage): ESA Risk Management 441-
4300 

• Counseling: Employee Assistance Pro-
gram 241-7772 

• Counseling (incident recovery): Center 
for Living With Dying 243-0222 

• Cultural guidance: information about the 
County's Sexual Harassment Policy: 
Equal Opportunity Division 299-5865 

• Hiring guidance: Human Resources 299-
6816 

• Incident response: Emergency 911 (or 9-
911) 

• Incident response: Emergency Response 
Teams (trained County employees). Ask 
your Facility Manager for the ERT mem-
bers in your facility; call 441-4343 for 
program information. 

• Landscape pruning: FAF Custodial and 
Grounds 918-2791 

• Legal advice: County Counsel 299-5900 

• Media relations: County Executive's Of-
fice of Public Affairs 299-5151 

• Next of kin notification (in the event of 
serious injury or death): County Execu-
tive's Office 299-5105 

• Personal action guidance, including 
compulsory medical/fitness for duty ex-
aminations: Labor Relations 299-5820 

• Security Services: County Sheriff's Re-
serves 808-4570 

• Threat assessment: Mental Health Direc-
tor 885-5783 

• Threat assessment: Mental Health Adult 
Services 800-704-0900 

• Suicide & Crisis 279-3312 (24/7) 

• San Jose Police Family Violence Center 
Threat Assessment Unit 277-3700. 

• Training videos: Occupational Safety and 
Environmental Compliance 441-4280 

Domestic Violence Contacts: 
• Domestic Violence Resources: 24-hour 

Victim Counseling and Referrals, Bat-
tered Women's Shelters, 3-year Protec-
tive Orders. Foreign Languages as indi-
cated. 

 Family Violence Center 125 Gish 
Rd., San Jose (Domestic Violence 
Assault Unit of the San Jose Police; 
other on-site resources) 277-3700. 

 Support Network for Battered Wom-
en 800-572-2782 (English, Spanish 
24 hours). 

 Next Door Solutions to Domestic Vio-
lence (Central County) (English, 
Spanish). Crisis: 279-2962 (hotline); 
279-7569 (advocate at the Family 
Violence Center). 

 Community Solutions (So County, 
Gilroy 842-7138) (English, Spanish). 
24 hour Hotline 683-4118. 

 Asian Women's Home (San Jose) 
975-2739 (English, Cambodian, Can-
tonese, Lao-Mien, Laotian, Manda-
rin, Tagalog, Thai, Vietnamese). 

 MAITRI (San Jose) 888-862-4874 
(Bengali, Gujarati, Hindi, Kannada, 
Konkani, Malayalam, Marathi, 
Marwari, Oriya, Punjabi, Sindhi, Sin-
halese, Tamil, Telgu, and Urdu) 

 Asian Women's Shelter (San Fran-
cisco) 415-751-0880 

 NISA (Palo Alto) 888-275-6472 
(North-American Islamic) 

 SAVE (Fremont) 510-794-6055. 

 Women's Crisis Support (Santa 
Cruz) 831-425-4030 

 Woman, Inc. (updated info on shelter 
vacancies) (all languages) 415-864-
4722. 
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 National Domestic Violence Hotline 
800-799-7233 

• Domestic Violence Batterer's Pro-
grams 

 Bata/Starr Counseling 450-8370 

 Lighthouse Counseling 264-5877 

 Domestic Violence Counseling and 
Intervention 261-5890 

 Turning Point Counseling and Edu-
cational Services 739-2171 

• Legal Advice and Attorney Referrals: 

 Asian Law Alliance 287-9710 

 Santa Clara Bar Association 971-
6822 

 Community Solutions (South County) 
(Spanish) 842-3118 

 Family Court Clinic 882-2900 x2926 

 Family Violence Counseling Associ-
ates 246-1507 

 George & Katherine Alexander 
Community Law Center (restraining 
orders) 288-7030 

 Legal Aid Society of Santa Clara 
County 998-5200 

 National Traffic Safety Institute 297-
7200 

 Next Door Solutions to Domestic Vio-
lence (Central County) 501-7550 

 Senior Adults Legal Assistance 295-
5991 

 Support Network (North County)  
Spanish 800-572-2782 

 Support Network Crisis Line for Bat-
tered Women 541-6100  

• Spanish: 

 Family Children Services (Spanish) 
288-6200 

• Other Domestic Violence Resources: 

 Santa Clara County District Attor-
neys Office 299-3099 

 Employees who plan to leave with 
their children (applies only to children 
for whom the abusive partner is the 
biological or adoptive parent) should 

call the Child Abduction Investigator 
at 792-2921 or one of the shelter 
lines (above) to learn how to file a 
"Good Cause Report" which can pro-
tect them from kidnapping charges. 

 Victim/Witness Assistance Center 
295-2656 

 Child Abuse and Neglect Reporting 
299-2071 

 Elder Adult Protective/Reporting 
Center (for those 60 years old & 
over) in Community 975-4900 

 Dependents or Elders in Facilities: 
Long-term care ombudsman daytime 
hours 944-0567; after 5 PM 800-231-
4024, or call local police 

 Parental Stress Hotline 279-8228 

 Gay & Lesbian Info & Referral         
293-4525 

• Domestic Violence Websites: 

 U.S. Dept of Labor: www.dol.gov 

 Federal Occupational Safety and 
Health Administration: 
www.osha.gov 

 California Department of Health Ser-
vices, Epidemiology and Prevention 
for Injury Control Branch: 
http://www.dhs.ca.gov/epic/fdv/defaul
t.htm 

 Long Island Coalition for Workplace 
Violence Awareness and Prevention 
Fact Sheet and Model Program: 
http://www.osha.gov/workplace_viole
nce/wrkplaceViolence.intro.html 

 Family Violence Prevention Fund — 
Workplace Impact of Domestic Vio-
lence: http://endabuse.org/  

• General Information and Referral 
Lines: 

 United Way 211 (in Santa Clara 
County) 

Partial Bibliography 
If you need help right now: 

• DeBecker, Gavin. The Gift of Fear. Bos-
ton, Little, Brown & Co., 1997. Survival 
signals that protect us from violence. 
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• Gross, Linden. To Have or To Harm. 
New York, Warner Books, Inc. 1994. Sto-
ries of stalkers and what to do about 
stalking. 

• Kinney, Joseph A. Breaking Point. Chi-
cago, National Safe Workplace Institute 
1993. A guide for what to do about work-
place violence. 

• Wheeler, Eugene D. Violence in Our 
Schools, Hospitals, and Public Places: A 
Prevention and Management Guide. 
Ventura CA, Pathfinder Publishing, 1994. 

• Littler, Mendelson, et al. Terror and Vio-
lence in the Workplace. Self-Published 
1994. Extensive coverage of legal is-
sues. 

If you need general information: 

• Abbot, Linda. Violence in the Workplace. 
San Jose CA, San Jose State University 
1994, Seminar support material. 

• Baron, S. Anthony. Violence in the 
Workplace: A Prevention and Manage-
ment Guide for Business. Ventura, CA. 
Pathfinder Publishing 1993. 

• FBI Bomb Data Center: General Infor-
mation Bulletin 83-4: Minimizing the 
Threat from Postal Bombs. Washington, 
D.C., U.S. Dept of Justice. 

• Lemon, Nancy. Domestic Violence Law – 
A Comprehensive Overview of Cases 
and Sources. Austin & Winfield (to order 
call (800) 99-AUSTIN). 

• Oregon/OSHA: Guidelines for Preventing 
Violence in the Workplace. Salem, OR. 

• Steinman, Michael, editor: Woman Bat-
tering: Policy Responses. Cincinnati OH, 
Anderson Publishing Company. 

• U.S. Department of Agriculture: Depart-
mental Administration; Human Re-
sources Management: Domestic Vio-
lence Awareness Handbook. 

• U.S. Public Health Service, Region IX: 
The Prevention of Workplace Violence. 
San Francisco, Self-published 1994. 
Conference proceedings. 

Training Resources 
• Call to Action: Managing Violence in the 

Workplace and other videos are available 
for free loan from the County Supervisors 
Association of California Excess Insur-
ance Authority. Contact OSEC at 441-
4280 for details.                                           

• Videos available from Occupational Safe-
ty and Environmental Compliance at 441-
4280 include: 

 Conflict Communication Skills 

 Diffusing Hostility Through Customer 
Service 

 Nonviolent Crisis Intervention: Pre-
ventative Techniques 

 Nonviolent Crisis Intervention: Ther-
apeutic Physical Intervention 

 Public Building Safety 

 Reduce Your Risk (vehicle related 
crime) 

 Workplace Violence 

 Workplace Violence: The First Line 
of Defense 

 Workplace Violence: The Calm Be-
fore the Storm 

 Violence in the Workplace 

• The District Attorney's Office offers Do-
mestic Violence training and has Domes-
tic Violence videos available for loan. 
792-2533 
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Appendix B: Suggested Con-
cerns to Address Regarding 
Domestic Violence 
If you have reason to believe that one of your 
employees may be experiencing domestic 
violence, you or your supervisor may want to 
use this list as a starting point for discussion 
of what your role might be in providing sup-
port. Since this is not a checklist, it has more 
questions than you will want to ask. There-
fore, select certain questions to develop your 
own list. 

Carefully consider the entire situation before 
you interview the employee. Approach the 
employee with sensitivity and be careful not 
to intrude where your questions are not wel-
come. 

TYPES OF QUESTIONS NOT TO ASK 

• Are you a battered woman (or a victim, or 
some other "title")? 

• What keeps you with a person like that? 

• Do you get something out of the vio-
lence? 

• What did you do at that moment that 
caused him to hit you? 

• What could you have done to avoid or 
defuse the situation? 

QUESTIONS REGARDING WORK 

These questions concern a domestic vio-
lence situation that might be affecting the 
work site. Remember, don't ask all of these 
questions. 

• Have you ever had to be late for (or 
miss) work because of a situation related 
to domestic violence? 

• Has your partner prevented you from 
going to work? 

• Has your partner followed you to work? 

• Has your partner had to know where you 
are at all times? Even when you are at 
work? 

• Has your partner called work excessive-
ly? 

• Has domestic abuse affected your work 
in other ways? How? 

• Has your partner ever phoned or con-
tacted you at work to threaten you? 

• Do you have any voice or E-mail record-
ings (or other evidence) of threats made 
to you? (If so, tell her to keep them). 

• Has your partner ever come to work to 
check up on you or threaten you? 

• Has your partner ever visited the parking 
lot at work in a way that made you 
afraid? 

• Has your partner ever brought a gun or 
other weapon to your work site or to the 
parking lot at work? 

• Has your partner made threats regarding 
the County, your work site or the people 
you work with? 

• Have you ever been afraid for the safety 
of your co-workers? 

• Is there reason for a higher level of con-
cern at this particular time (due to an 
event such as a release on bail, a break-
up, the serving of a restraining order, 
etc.)? 

• Are you concerned about your safety at 
work or the safety of your co-workers? 

• Are you concerned about your safety 
when walking to your car? 

QUESTIONS ABOUT WHERE TO GO 
FROM HERE: 

• How dangerous do you think your partner 
is? 

• What do you think he is capable of? 

• Do you have any current injuries or 
health problems that have to do with this 
situation? 

• Is there anything specific we can do to 
help you feel safe at work or when walk-
ing to your car? 
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Bomb Threat Checklist – Place this list under your telephone for easy reference. 

 
1 

Exact Wording of the Threat: 

Remain calm and keep the caller on the line as long as possible. Ask to have the message repeated.  

 

2 

Ask the caller: 
There are a lot of people who could be injured. What can you tell me? 

When is the bomb going to explode? 
Where is the bomb right now? 
What kind of bomb is it? 
What will cause it to explode? 
Did you place the bomb? 
Why? 
What is your address? 
What is your name? 

 

3 Report the threat immediately to your supervisor, the Facility Manager, 
and (in some cases) 911 (or 9-911). 

 

4 

Be prepared to describe the threat in as much detail as possible to the police. Record information here. 

A 

Voice characteristics: Sex: ___ Age: ___ 
 Calm 
 Angry 
 Excited 
 Slow 
 Rapid 
 Soft 

 Loud 
 Laughter 
 Crying 
 Normal 
 Deep 
 Ragged 

 Distinct 
 Slurred 
 Lisping 
 Raspy 
 Clearing Throat 
 Deep Breathing 

 Nasal 
 Stuttering 
 Cracking 
 Disguised 
 Accent 
 Familiar 

If the voice is familiar, whom does it sound like? 

B 

Background Noises: 
 Street Noises 
 Restaurant 
 Factory Machinery 
 PA System 
 Office Machinery 

 Music 
 Household Noises 
 Animal Noises 
 Motor(s) 
 Voices 

 Local 
 Long Distance 
 Clear 
 Static 
 Other __________ 

C 
Threat Language: 
 Well Spoken 
 Foul 

 Incoherent 
 Taped 

 Irrational 
 Message read 

D 

Other Details: 
Remarks: 

Time of Threat: Date: Phone # where threat was received: 

Your Name: Your Position: 
DOXYS  



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
 

Employee Services Agency 
Luke Leung, Deputy County Executive 

Tom Rudolph, Manager, OSEC 
 

2310 North 1st Street, Suite 204 
San Jose, CA 95131 
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