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ANZA ELECTRIC COOPERATIVE, INC. 
BOARD POLICY NO. 404.1

WORKPLACE VIOLENCE POLICY

I.  OBJECTIVE
A. To clearly state the policy of the Cooperative regarding prohibited workplace violence in order to maintain a working environment that is free of any form of violence or known threat of violence. This policy prohibits any form of violence against any employee, supervisor, manager, director, or any person involved in the operations of the Cooperative including vendors, members, independent contractors and any other associated persons.

B. The Cooperative provides a safe workplace for all employees. To ensure a safe workplace and to reduce the risk of violence, all employees are required to review and understand all provisions of this workplace violence policy.

C. This policy is adopted in accordance with Policy No. 100 – “Board Policies”.
 
II. POLICY STATEMENT

The Cooperative has adopted a zero-tolerance policy regarding any form of workplace violence or known threat of violence. The default disciplinary action for any violation of this policy will be termination of employment. Further, employees may be personally and or criminally liable for any incident of workplace violence against any coworkers, supervisor, manager, director or any person involved in the operation of the Cooperative, including vendors, members, independent contractors and any other associated persons regardless of whether the Cooperative knew or should have known about the potential violent act. 

III. PERSONS COVERED

This policy is applicable to all applicants and employees of the Cooperative, including supervisors, managers, and directors. The Cooperative prohibits employees, supervisors, managers, directors or any person involved in the operation of the Cooperative from violent or perceived violent behavior against co-workers as well as members, vendors, suppliers, independent contractors and others doing business with the Cooperative.

IV. PROHIBITED CONDUCT

The Cooperative does not tolerate any type of workplace violence committed by or against employees, directors, vendors, members, independent contractors and any other associated persons. Employees, supervisors, managers and directors are prohibited from making threats or engaging in violent activities. This list of behaviors provides examples of conduct that is prohibited:
· Causing physical injury to another person.
· Making threatening remarks.
· Displaying aggressive or hostile behavior that creates a reasonable fear of injury to another person or subjects another individual to emotional distress.
· Intentionally damaging employer property or property of another employee.
· Possessing a weapon while on company property or while on company business.
· Committing violent acts motivated by, or related to, sexual harassment or domestic violence.

V.  REPORTING PROCEDURES
Internal Reporting
The Cooperative’s complaint procedure provides for an immediate, thorough, objective and confidential investigation of any claim of unlawful or prohibited threat of violence, aggressive or hostile behavior, physical injury caused by another person, intentional damage of Cooperative property or property of a coworker, supervisor, manager, director, independent contractor, or other associated persons. 
Any potentially dangerous situations must be immediately reported to a manager, the Human Resource Manager, and the General Manager. Any employee, supervisor or manager who believes that he or she has been the victim of a threat of or act of violence or otherwise becomes aware of such conduct has a duty to immediately notify the General Manager, who is responsible for investigating such complaints. 
If the General Manager or a director is the person who is believed to have conducted the violent behavior, an employee is not required to report the complaint to the General Manager but may report the conduct to his or her immediate supervisor, manager or to the Board of Directors Executive Committee chairperson. 
Supervisors and other members of management who receive complaints or who observe unlawful conduct must immediately inform the General Manager or other appropriate personnel so that an investigation can be initiated.
All complaints should be as detailed as possible, including the names of individuals involved, the names of any witnesses, direct quotations when language is relevant, and any documentary evidence (notes, pictures, cartoons, etcetera).
The Cooperative will maintain confidentiality to the extent possible. Any supervisor or manager who is informed of a complaint of a threat of violence, violent act by an employee, or any other individual, must report said complaint to the General Manager immediately and must otherwise keep the matter confidential. The General Manager must also keep the matter confidential and not disclose the matter to any person who is not involved in the investigation or does not have legitimate work-related reasons for knowing of the complaint. All employees will maintain confidentiality and are subject to disciplinary action, up to and including termination of employment.
Investigation

Upon the filing of a complaint with the Cooperative, the complainant will be provided with a copy of this policy. All incidents of prohibited workplace violence that are reported will be subject to an impartial, fair, timely and thorough investigation. The investigation will provide all parties appropriate due process and will reach reasonable conclusions based on the evidence collected. The Cooperative will document the timely, thorough, and objective investigation of the allegations to ensure reasonable progress is being made in the investigation. The Cooperative will inform the employee, supervisor or manager who initiated the complaint of the progress of the investigation upon request of that employee.
The General Manager is the impartial person designated by the Cooperative to investigate complaints of workplace violence. The General Manager may, however, delegate the investigation at his/her discretion to a qualified, impartial investigator. In the event the workplace violence complaint is against the General Manager or director, a qualified, impartial investigator shall be appointed by the Board of Directors Executive Committee chairperson. 
The General Manager shall maintain tracking documentation for all complaints filed to ensure that investigations progress reasonably and are completed in a timely manner. Based on the report and any other relevant information, the General Manager shall, within a reasonable period of time, determine whether the conduct of the person requires discipline. In making that determination, the General Manager shall look at the record as a whole and at the totality of circumstances, including the nature of the conduct in question, the context in which the conduct, if any, occurred, and the conduct of the person complaining of the unlawful conduct.


VI.  RISK REDUCTION MEASURES
A. Hiring:
The Human Resources Manager will take reasonable measures to conduct background investigations to review candidates’ backgrounds and to reduce the risk of hiring individuals with a history of violent behavior.
B. Safety
The Cooperative will conduct annual inspections of the premises to evaluate and determine any vulnerabilities to workplace violence or hazards. Any necessary corrective action will be taken to reduce all risks.
C. Individual situations
Although the Cooperative does not expect employees to be skilled at identifying potentially dangerous persons, employees are expected to exercise good judgment and to inform a department manager, Human Resources Manager, and the General Manager if any employee exhibits behavior that could be a sign of a potentially dangerous situation. Such behavior includes:
· Discussing weapons or bringing them to the workplace.
· Displaying overt signs of extreme stress, resentment, hostility or anger.
· Making threatening remarks.
· Showing sudden or significant deterioration of performance.
· Displaying irrational or inappropriate behavior.

D. Employees at risk
The Human Resources Manager, in cooperation with the General Manager will identify and maintain a list of employees who have been determined to be at risk for becoming victims of violence because of the nature of their job or because they are subject to harassment, violence or threats from a nonemployee. Management will design a plan with at-risk employees to prepare for any possible emergency situations.
E. Dangerous/Emergency Situations
Employees who confront or encounter an armed or dangerous person should not attempt to challenge or disarm the individual. Employees should remain calm, make constant eye contact and talk to the individual. If a supervisor or manager can be safely notified of the need for assistance without endangering the safety of the employee or others, such notice should be given. Otherwise, employees should cooperate and follow the instructions given.
F. Enforcement
Threats, threatening conduct, or any other acts of aggression or violence in the workplace will not be tolerated. Following an investigation, any employee, supervisor or manager determined to have committed such acts will be subject to disciplinary action, up to and including termination.  
Any director determined to have committed such acts will be subject to disciplinary action determined by the Board of Directors via the Executive Committee recommendation.
ALL VIOLENT ACTS committed in the workplace environment, regardless of location will be reported to the proper authorities and fully prosecuted.
VII.  RESPONSIBILITY

The General Manager shall be responsible for the administration of this policy.
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