Lesson 19 Instructor Guide


CONCEPT: Preventing Violence in the CAP workplace
APROXIMATE TIME: 1.5 Hours
OBJECTIVES:

1. Understand the causes of workplace violence

2. Identify the warning signs of a potentially hostile person

3. Understand some of the measures to combat workplace violence

4. Understand some stress reducing techniques and their value as preventive measures

5. Identify minimum items to be included in a workplace emergency action plan

SUGGESTED MATERIALS:

Additional materials are: Workplace Violence: First Line of Defense, Facilitator’s Guide.  The Employment & Labor Law Series, by The Kenwood Group, Workplace Violence: Awareness, Prevention & Response.  Coastal Human Resources, Workplace Violence: Supervisor Training Manual, by Joseph Kinney.  Refer to the instructor information link in the user’s guide for the basic materials to teach the class.

INTRODUCTION:

      Millions of Americans are the victims of workplace violence every year.  Millions more are harassed and threatened.  The Civil Air Patrol is addressing workplace violence because we want to promote awareness in our members in both their professional and private lives.  In today’s society of extraordinary stress and increasing pressure to “do more with less”, it is important to understand why violence occurs.  We must be able to recognize the signs of potentially dangerous situations, prevent instances of violence and have an emergency action plan in case the unthinkable happens and you find yourself or your co-workers victims.

PURPOSE/RATIONALE:

      In this lesson, we gain an understanding of the causes of violence in the workplace and how to recognize the early warning signs.  We also look at preventive measures you can take to prevent daily stresses from spiraling out of control.  We present some stress reducing techniques and suggestions on how to combat conflicts with co-workers.  Finally, we present a minimum Emergency Action Plan and explain how this can save lives if the unthinkable happens.

SUGGESTED TEACHING STRATEGIES/EVALUATION:

1. Identify the causes of workplace violence.

2. Identify the early warning signs of a potentially hostile individual.

3. Describe general preventive measures to combat workplace violence.

4. Discuss stress-reducing techniques and discuss its value as a preventive measure.

5. Explain the value of an Emergency Action Plan and how it can minimize injuries.

Lesson Presentation:
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Preventing Violence in the CAP

workplace

Attention Step: (Slide 1) Welcome students to the class.  Introduce the course and provide an example of a violent incident in the workplace.
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Objectives

•

Understand causes of workplace violence

•

Identify warning signs of a hostile person

•

Understand measures to combat workplace

violence

•

Understand stress reducing techniques and

their value as preventive measures

•

Identify minimum items to be included in a

workplace Emergency Action Plan

Lesson Overview: (Slide 2) Give students an overview of what you will be discussing and the objectives.  Explain exactly what you want the students to take away from the course.
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Workplace Violence

•

What is the definition of workplace

violence?

–

It can be defined as physical or verbal outbursts

directed at an individual or organization

–

It can include physical violence, vandalism,

arson, threats, harassment or intimidation

Main Point 1: (Slide 3) Read the definition of workplace violence and be sure the members clearly understand what it is – and is not.
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Workplace Violence

•

Factors contributing to workplace violence

–

An unstable economy

–

Widespread job layoffs

–

Rigid, Authoritarian style of management

–

Insensitive terminations

–

Pressure for increased productivity

–

lack of individual responsibility

–

Psychological instability

Main Point 1: (Side 4) Discuss how each of these factors contribute to a people feeling that violence is justified or see it as a last resort.  Emphasize the list is not all-inclusive and solicit members for other possible contributing factors.
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Workplace Violence

•

Warning signs of a hostile workplace

–

Signs an individual may be contemplating

revenge against an individual or organization

•

OPEN THREATS

•

VEILED THREATS

•

CONDITIONAL THREATS

Main Point 2: (Slide 5) Discuss each type of threat and provide examples of each.  Stress that individuals should report these threats to unit leadership.
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Workplace Violence

•

Warning signs of a hostile individual

–

Individual is argumentative

–

Individual does not cooperate well with others

–

They have a problem with authority figures

–

They blame others for their problems

–

They display marked changes in their work

patterns

Main Point 2: (Slide 6) Discuss the warning signs.  Discuss that a typical behavior may have many causes and does not necessarily lead to violence.  Stress reporting of hostile behavior to unit leadership is paramount to preventing tragedy.  Also emphasize that this list is not all-inclusive.
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Workplace Violence

•

Warning signs of a hostile individual

–

Individual demonstrates extreme or bizarre

behavior

–

They frequently appear depressed

–

The individual abuses alcohol or drugs

–

They have a history of violence

Main Point 2: (Slide 7) Same as slide 6.
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Workplace Violence

•

Warning Signs of a hostile individual

–

A violent person may exhibit any, some or all

of these characteristics

–

HOWEVER, do not jump to conclusions or

judge people prematurely

–

The best discriminator is simply using common

sense

Main Point 2: (Slide 8) Using common sense and perhaps calmly talking to individuals may reveal what is actually bothering the individual.  Stress that CAP does not want members to take matters into their own hands.  Make sure they know to seek professional help if necessary.
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Workplace Violence

•

Preventive measures to combat violence

–

Educate yourself and subordinates

–

routinely conduct feedback sessions

–

Cultivate and maintain an “open door” policy

–

Take every threat seriously

Main Point 3: (Slide 9) Discuss preventive measures and stress education as the key.  Provide examples of feedback sessions and an “open door” policy.  Emphasize that every threat needs to be taken seriously.
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Workplace Violence

•

Stress reducing techniques

–

Stress - the biggest factor in workplace violence

•

Eat a balance diet

•

Talk to others

•

Build good relationships

•

Establish regular sleeping patterns

•

Exercise regularly

•

Moderate alcohol intake

Main Point 4: (Slide 10) Discuss these techniques and solicit ideas from students on what works for them.
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Workplace Violence

•

Conflict resolution

–

Problem with another individual?  Seek them

out and try to resolve the issue

–

Use a mediator if there is a stalemate

–

GOAL - amicable solution and resumption of a

productive work environment

Main Point 4: (Slide 11) Discuss how to calmly and fairly resolve conflicts with another individual or between two parties.  Stress that for serious problems, professional help should be sought out.
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Workplace Violence

•

Emergency Action Plan

–

Construct and implement an education course

–

Clearly mark all emergency exits

–

Ensure telephones have direct 911 access

–

Place well stocked first aid kits in the

organization

Main Point 5: (Slide 12) Discuss the EAP and how it can prevent or minimize injuries should violence occur.  Solicit ideas for other items that might help and add them to the plan.

Summary: (Slide 13) Reemphasize that violence can occur anywhere and everyone needs to be aware of warning signs and take all threats seriously.  Education and open door policies are key to keeping the trust of members.  EAP can be vital if a violent incident occurs.  Ask for questions and clear up any problem areas.    
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Workplace Violence

•

Summary

–

Violence in the workplace is a fact of life

–

Ignoring the warning signs of hostile behavior

can lead to tragedy

–

Educating personnel and encouraging people to

communicate is the best way to minimize

incidents of workplace violence

–

Construct an Emergency Action Plan
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Workplace Violence

•

Warning signs of a hostile individual

–

Individual demonstrates extreme or bizarre

behavior

–

They frequently appear depressed

–

The individual abuses alcohol or drugs

–

They have a history of violence
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Objectives

•

Understand causes of workplace violence

•

Identify warning signs of a hostile person

•

Understand measures to combat workplace

violence

•

Understand stress reducing techniques and

their value as preventive measures

•

Identify minimum items to be included in a

workplace Emergency Action Plan
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Workplace Violence

•

What is the definition of workplace

violence?

–

It can be defined as physical or verbal outbursts

directed at an individual or organization

–

It can include physical violence, vandalism,

arson, threats, harassment or intimidation
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Workplace Violence

•

Factors contributing to workplace violence

–

An unstable economy

–

Widespread job layoffs

–

Rigid, Authoritarian style of management

–

Insensitive terminations

–

Pressure for increased productivity

–

lack of individual responsibility

–

Psychological instability
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Workplace Violence

•

Warning signs of a hostile workplace

–

Signs an individual may be contemplating

revenge against an individual or organization

•

OPEN THREATS

•

VEILED THREATS

•

CONDITIONAL THREATS
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Workplace Violence

•

Warning signs of a hostile individual

–

Individual is argumentative

–

Individual does not cooperate well with others

–

They have a problem with authority figures

–

They blame others for their problems

–

They display marked changes in their work

patterns

[image: image20.wmf]1

OF98

                  

Field Marshal Bernard Montgomery

Lesson 19: Preventing Violence in the CAP Workplace

Slide 

8

Workplace Violence

•

Warning Signs of a hostile individual

–

A violent person may exhibit any, some or all

of these characteristics

–

HOWEVER, do not jump to conclusions or

judge people prematurely

–

The best discriminator is simply using common

sense
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Workplace Violence

•

Preventive measures to combat violence

–

Educate yourself and subordinates

–

routinely conduct feedback sessions

–

Cultivate and maintain an “open door” policy

–

Take every threat seriously
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Workplace Violence

•

Stress reducing techniques

–

Stress - the biggest factor in workplace violence

•

Eat a balance diet

•

Talk to others

•

Build good relationships

•

Establish regular sleeping patterns

•

Exercise regularly

•

Moderate alcohol intake
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Workplace Violence

•

Conflict resolution

–

Problem with another individual?  Seek them

out and try to resolve the issue

–

Use a mediator if there is a stalemate

–

GOAL - amicable solution and resumption of a

productive work environment
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Workplace Violence

•

Summary

–

Violence in the workplace is a fact of life

–

Ignoring the warning signs of hostile behavior

can lead to tragedy

–

Educating personnel and encouraging people to

communicate is the best way to minimize

incidents of workplace violence

–

Construct an Emergency Action Plan

[image: image25.wmf]1

OF98

                  

Field Marshal Bernard Montgomery

Lesson 19: Preventing Violence in the CAP Workplace

Slide 

12

Workplace Violence

•

Emergency Action Plan

–

Construct and implement an education course

–

Clearly mark all emergency exits

–

Ensure telephones have direct 911 access

–

Place well stocked first aid kits in the

organization
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Preventing Violence in the CAP

workplace
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Workplace Violence


			Factors contributing to workplace violence


			An unstable economy


			Widespread job layoffs


			Rigid, Authoritarian style of management


			Insensitive terminations


			Pressure for increased productivity


			lack of individual responsibility


			Psychological instability
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Workplace Violence


			Warning Signs of a hostile individual


			A violent person may exhibit any, some or all of these characteristics


			HOWEVER, do not jump to conclusions or judge people prematurely


			The best discriminator is simply using common sense
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Workplace Violence


• Warning Signs of a hostile individual


–A violent person may exhibit any, some or all


of these characteristics


–HOWEVER, do not jump to conclusions or


judge people prematurely


–The best discriminator is simply using common


sense
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Workplace Violence


			Stress reducing techniques


			Stress - the biggest factor in workplace violence


			Eat a balance diet


			Talk to others


			Build good relationships


			Establish regular sleeping patterns


			Exercise regularly


			Moderate alcohol intake
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Workplace Violence


• Stress reducing techniques


–Stress - the biggest factor in workplace violence


•Eat a balance diet


•Talk to others


•Build good relationships


•Establish regular sleeping patterns


•Exercise regularly


•Moderate alcohol intake
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Workplace Violence


			Emergency Action Plan


			Construct and implement an education course


			Clearly mark all emergency exits


			Ensure telephones have direct 911 access


			Place well stocked first aid kits in the organization
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Workplace Violence


• Emergency Action Plan


–Construct and implement an education course


–Clearly mark all emergency exits


–Ensure telephones have direct 911 access


–Place well stocked first aid kits in the


organization
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Workplace Violence


			Summary


			Violence in the workplace is a fact of life


			Ignoring the warning signs of hostile behavior can lead to tragedy


			Educating personnel and encouraging people to communicate is the best way to minimize incidents of workplace violence


			Construct an Emergency Action Plan
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Workplace Violence


• Summary


–Violence in the workplace is a fact of life


–Ignoring the warning signs of hostile behavior


can lead to tragedy


–Educating personnel and encouraging people to


communicate is the best way to minimize


incidents of workplace violence


–Construct an Emergency Action Plan
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Workplace Violence


			Conflict resolution


			Problem with another individual?  Seek them out and try to resolve the issue


			Use a mediator if there is a stalemate





			GOAL - amicable solution and resumption of a productive work environment
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Workplace Violence


• Conflict resolution


–Problem with another individual?  Seek them


out and try to resolve the issue


–Use a mediator if there is a stalemate


–GOAL - amicable solution and resumption of a


productive work environment
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Workplace Violence


			Preventive measures to combat violence


			Educate yourself and subordinates


			routinely conduct feedback sessions


			Cultivate and maintain an “open door” policy


			Take every threat seriously
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Workplace Violence


• Preventive measures to combat violence


–Educate yourself and subordinates


–routinely conduct feedback sessions


–Cultivate and maintain an “open door” policy


–Take every threat seriously
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Workplace Violence


			Warning signs of a hostile individual


			Individual is argumentative


			Individual does not cooperate well with others


			They have a problem with authority figures


			They blame others for their problems


			They display marked changes in their work patterns
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Workplace Violence


• Warning signs of a hostile individual


–Individual is argumentative


–Individual does not cooperate well with others


–They have a problem with authority figures


–They blame others for their problems


–They display marked changes in their work


patterns
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Workplace Violence


			Warning signs of a hostile individual


			Individual demonstrates extreme or bizarre behavior


			They frequently appear depressed


			The individual abuses alcohol or drugs


			They have a history of violence 
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Workplace Violence


• Warning signs of a hostile individual


–Individual demonstrates extreme or bizarre


behavior


–They frequently appear depressed


–The individual abuses alcohol or drugs


–They have a history of violence
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Workplace Violence


			Warning signs of a hostile workplace


			Signs an individual may be contemplating revenge against an individual or organization


			OPEN THREATS


			VEILED THREATS


			CONDITIONAL THREATS
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Workplace Violence


• Warning signs of a hostile workplace


–Signs an individual may be contemplating


revenge against an individual or organization


•OPEN THREATS


•VEILED THREATS


•CONDITIONAL THREATS
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Objectives





			Understand causes of workplace violence


			Identify warning signs of a hostile person


			Understand measures to combat workplace violence


			Understand stress reducing techniques and their value as preventive measures


			Identify minimum items to be included in a workplace Emergency Action Plan
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Objectives


• Understand causes of workplace violence


• Identify warning signs of a hostile person


• Understand measures to combat workplace


violence


• Understand stress reducing techniques and


their value as preventive measures


• Identify minimum items to be included in a


workplace Emergency Action Plan
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Workplace Violence


			What is the definition of workplace violence?


			It can be defined as physical or verbal outbursts directed at an individual or organization


			It can include physical violence, vandalism, arson, threats, harassment or intimidation
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Workplace Violence


• What is the definition of workplace


violence?


–It can be defined as physical or verbal outbursts


directed at an individual or organization


–It can include physical violence, vandalism,


arson, threats, harassment or intimidation
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Preventing Violence in the CAP workplace
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Preventing Violence in the CAP


workplace





