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Procedure: Workplace Violence Prevention & Response  Procedure Number: I-23 
 
Responsible for Procedure: Human Resources; Campus Safety  Effective Date: May 2010 
 
Most recent review: Summer 2012  Date of most recent revision (if applicable):  August 2012 
 
Prevention Procedures 
Violence Assessment Team 
As part of the College’s prevention program, a Violence Assessment Team has been created.  Members 
include the Director of Campus Safety, the Director of Human Resources and/or the Vice President of 
Enrollment Management. Additional personnel may be asked to participate in the assessment process, 
including Campus Security Officers, the College President, President’s Cabinet members, department 
managers, supervisors, and members of referral agencies such as Clifton Springs Hospital, Employee 
Assistance Program, Ontario County Sheriff’s Office and NYS Police. 

 
Training of Response Personnel 
The Violence Assessment Team will participate in violence assessment training, interview and investigation 
techniques, verbal intervention, conflict resolution, incident management and command post operations.  

 
Campus Security Officers, managers, and line supervisors will participate in training workshops on 
counseling, verbal intervention, conflict resolution techniques and interview and investigation techniques.  
Campus Security Officers will be trained on documentation processes such as report writing and the 
collection of witness statements.    
 
Procedures for Investigating Complaints 
Initial Response 
Campus Safety personnel will be dispatched to investigate all complaints, stabilize the situation to protect 
life and property, preserve evidence for prosecution, and document the incident in report form for further 
administrative action. Initial mediation between the involved parties may be a function of the response 
personnel or the employee’s supervisor. 

 
A Campus Safety Officer will conduct an initial investigation and document the incident in report form.  
When the situation involves students, the Vice President of Academic & Student Affairs and the Vice 
President of Enrollment Management will be notified. When the situation involves employees, the Director 
of Human Resources will be notified.   

 
Threat Assessment Process 
The investigating officer will interview the complainant to obtain specific details pertaining to the complaint. 
In addition, the officer will interview appropriate witnesses in an effort to evaluate the threat potential.  
Whenever possible, the investigator will obtain written, voluntary statements from the complainant and all 
witnesses in an effort to seek and document all facts.  
 
Upon completion of the preliminary investigation, a meeting shall be held between the investigating officer 
or supervisor, and members of the Violence Assessment Team in order to complete the threat assessment 




