Workplace Violence Inspection Checklist
This checklist was adapted from “Violence on the Job: A Guidebook for Labor and Management” published by the Labor Occupational Health Program, University of California, Berkeley, 1997. 

Use this checklist as part of a regular safety and health inspection or audit that is conducted by the joint labor/management safety committee or by the union itself. Although this checklist can be used for any facility, it can also be adapted to meet the local union’s needs. If a question does not apply to the workplace, then write “N/A” (not applicable) in the notes column. Add any other questions that may be appropriate. 

Use this inspection checklist to determine which hazards are well controlled and what control measures need to be enhanced. While inspecting the facility for workplace violence hazards, the local union or committee may need to ask workers or investigate in other ways to answer some of the checklist questions. 

STAFFING
1. Is there someone responsible for building security? 

[image: image1]Yes [image: image2]No [image: image3]Sometimes Notes________________________________ 

Who is it? ___________________________________________ 

2. Are workers told who is responsible for security? 

[image: image4]Yes [image: image5]No [image: image6]Sometimes Notes________________________________ 

3. Is adequate and trained staffing available to protect workers against assaults or other violence? 

[image: image7]Yes [image: image8]No [image: image9]Sometimes Notes________________________________ 

4. Is there a “buddy system” for when workers are in potentially dangerous situations? 

[image: image10]Yes [image: image11]No [image: image12]Sometimes Notes________________________________ 

5. Are there trained security personnel accessible to workers in a timely manner? 

[image: image13]Yes [image: image14]No [image: image15]Sometimes Notes________________________________ 

6. Do security personnel have sufficient authority to take all necessary action to ensure worker safety? 

[image: image16]Yes [image: image17]No [image: image18]Sometimes Notes________________________________ 

7. Are security personnel provided outside the building? 

[image: image19]Yes [image: image20]No [image: image21]Sometimes Notes________________________________ 

8. Is the parking lot attended or otherwise secure? 

[image: image22]Yes [image: image23]No [image: image24]Sometimes Notes________________________________ 

9. Are security escorts available to walk employees to and from the parking lot? 

[image: image25]Yes [image: image26]No [image: image27]Sometimes Notes________________________________ 

TRAINING
1. Are workers trained in the emergency response plan (for example, escape routes, notifying the proper authorities)? 

[image: image28]Yes [image: image29]No [image: image30]Sometimes Notes________________________________ 

2. Are workers trained to report violent incidents or threats? 

[image: image31]Yes [image: image32]No [image: image33]Sometimes Notes________________________________ 

3. Are workers trained in how to handle difficult clients or patients? 

[image: image34]Yes [image: image35]No [image: image36]Sometimes Notes________________________________ 

4. Are workers trained in ways to prevent or defuse potentially violent situations? 

[image: image37]Yes [image: image38]No [image: image39]Sometimes Notes________________________________ 

5. Are workers trained in personal safety and self-defense? 

[image: image40]Yes [image: image41]No [image: image42]Sometimes Notes________________________________ 

FACILITY DESIGN
1. Are there enough exits and adequate routes of escape? 

[image: image43]Yes [image: image44]No [image: image45]Some Notes________________________________ 

2. Can exit doors be opened only from the inside to prevent unauthorized entry? 

[image: image46]Yes [image: image47]No [image: image48]Some Notes________________________________ 

3. Is the lighting adequate to see clearly in indoor areas? 

[image: image49]Yes [image: image50]No [image: image51]Some Notes________________________________ 

4. Are there employee-only work areas that are separate from public areas? 

[image: image52]Yes [image: image53]No [image: image54]Some Notes________________________________ 

5. Is access to work areas only through a reception area? 

[image: image55]Yes [image: image56]No [image: image57]Some Notes________________________________ 

6. Are reception and work areas designed to prevent unauthorized entry? 

[image: image58]Yes [image: image59]No [image: image60]Some Notes________________________________ 

7. Could someone hear a worker call for help? 

[image: image61]Yes [image: image62]No [image: image63]Some Notes________________________________ 

8. Can workers observe patients or clients in waiting areas? 

[image: image64]Yes [image: image65]No [image: image66]Some Notes________________________________ 

9. Do areas used for patient or client interviews allow co-workers to observe any problems? 

[image: image67]Yes [image: image68]No [image: image69]Some Notes________________________________ 

10. Are waiting and work areas free of objects that could be used as weapons? 

[image: image70]Yes [image: image71]No [image: image72]Some Notes________________________________ 

11. Are chairs and furniture secured to prevent use as weapons? 

[image: image73]Yes [image: image74]No [image: image75]Some Notes________________________________ 

12. Is furniture in waiting and work areas arranged to prevent employees from becoming trapped? 

[image: image76]Yes [image: image77]No [image: image78]Some Notes________________________________ 

13. Are patient or client areas designed to maximize comfort and minimize stress? 

[image: image79]Yes [image: image80]No [image: image81]Some Notes________________________________ 

14. Is a secure place available for employees to store their personal belongings? 

[image: image82]Yes [image: image83]No [image: image84]Some Notes________________________________ 

15. Are private, locked restrooms available for staff? 

[image: image85]Yes [image: image86]No [image: image87]Some Notes________________________________ 

SECURITY MEASURES
Does the workplace have: 

1. Physical barriers (Plexiglas partitions, elevated counters to prevent people from jumping over them, bullet-proof customer windows, etc.)? 

[image: image88]Yes [image: image89]No [image: image90]Some Notes________________________________ 

2. Security cameras or closed circuit TV in high-risk areas? 

[image: image91]Yes [image: image92]No [image: image93]Some Notes________________________________ 

3. Panic buttons (portable or fixed)? 

[image: image94]Yes [image: image95]No [image: image96]Some Notes________________________________ 

4. Alarm systems? 

[image: image97]Yes [image: image98]No [image: image99]Some Notes________________________________ 

5. Metal detectors? 

[image: image100]Yes [image: image101]No [image: image102]Some Notes________________________________ 

6. X-ray machines? 

[image: image103]Yes [image: image104]No [image: image105]Some Notes________________________________ 

7. Door locks? 

[image: image106]Yes [image: image107]No [image: image108]Some Notes________________________________ 

8. Internal phone system to activate emergency assistance? 

[image: image109]Yes [image: image110]No [image: image111]Some Notes________________________________ 

9. Phones with an outside line programmed to call 911? 

[image: image112]Yes [image: image113]No [image: image114]Some Notes________________________________ 

10. Two-way radios, pagers or cellular phones? 

[image: image115]Yes [image: image116]No [image: image117]Some Notes________________________________ 

11. Security mirrors (convex mirrors)? 

[image: image118]Yes [image: image119]No [image: image120]Some Notes________________________________ 

12. Secured entry (buzzers)? 

[image: image121]Yes [image: image122]No [image: image123]Some Notes________________________________ 

13. Personal alarm devices? 

[image: image124]Yes [image: image125]No [image: image126]Some Notes________________________________ 

OUTSIDE THE FACILITY
1. Do workers feel safe walking to and from the workplace? 

[image: image127]Yes [image: image128]No [image: image129]Sometimes Notes________________________________ 

2. Are the entrances to the building clearly visible from the street? 

[image: image130]Yes [image: image131]No [image: image132]Sometimes Notes________________________________ 

3. Is the area surrounding the building free of bushes or other hiding places? 

[image: image133]Yes [image: image134]No [image: image135]Sometimes Notes________________________________ 

4. Is video surveillance provided outside the building? 

[image: image136]Yes [image: image137]No [image: image138]Sometimes Notes________________________________ 

5. Is there enough lighting to see clearly outside the building? 

[image: image139]Yes [image: image140]No [image: image141]Sometimes Notes________________________________ 

6. Are all exterior walkways visible to security personnel? 

[image: image142]Yes [image: image143]No [image: image144]Sometimes Notes________________________________ 

7. Is there a nearby parking lot reserved for employees only? 

[image: image145]Yes [image: image146]No [image: image147]Sometimes Notes________________________________ 

8. Is the parking lot free of bushes or other hiding places? 

[image: image148]Yes [image: image149]No [image: image150]Sometimes Notes________________________________ 

9. Is there enough lighting to see clearly in the parking lot and when walking to the building? 

[image: image151]Yes [image: image152]No [image: image153]Sometimes Notes________________________________ 

10. Have neighboring facilities and businesses experienced violence or crime? 

[image: image154]Yes [image: image155]No [image: image156]Sometimes Notes________________________________ 

WORKPLACE PROCEDURES
1. Is public access to the building controlled? 

[image: image157]Yes [image: image158]No [image: image159]Sometimes Notes________________________________ 

2. Are floor plans posted showing building entrances, exits and location of security personnel? 

[image: image160]Yes [image: image161]No [image: image162]Sometimes Notes________________________________ 

3. Are these floor plans visible only to staff and not to outsiders? 

[image: image163]Yes [image: image164]No [image: image165]Sometimes Notes________________________________ 

4. Is other emergency information posted, such as telephone numbers? 

[image: image166]Yes [image: image167]No [image: image168]Sometimes Notes________________________________ 

5. Are special security measures taken to protect people who work late at night (escorts, locked entrances, etc.)? 

[image: image169]Yes [image: image170]No [image: image171]Sometimes Notes________________________________ 

6. Are visitors or clients escorted to offices for appointments? 

[image: image172]Yes [image: image173]No [image: image174]Sometimes Notes________________________________ 

7. Are authorized visitors to the building required to wear ID badges? 

[image: image175]Yes [image: image176]No [image: image177]Sometimes Notes________________________________ 

8. Are identification tags required for staff (omitting personal information such as the person’s last name and social security number)? 

[image: image178]Yes [image: image179]No [image: image180]Sometimes Notes________________________________ 

9. Are workers notified of past violent acts by particular clients, patients, etc.? 

[image: image181]Yes [image: image182]No [image: image183]Sometimes Notes________________________________ 

10. Is there an established liaison with local police? 

[image: image184]Yes [image: image185]No [image: image186]Sometimes Notes________________________________ 

11. Are patients or clients in waiting areas clearly informed how to use the department’s services so they will not become frustrated? 

[image: image187]Yes [image: image188]No [image: image189]Sometimes Notes________________________________ 

12. Are waiting times for patient or client services kept short to prevent frustration? 

[image: image190]Yes [image: image191]No [image: image192]Sometimes Notes________________________________ 

13. Are broken windows and locks repaired promptly? 

[image: image193]Yes [image: image194]No [image: image195]Sometimes Notes________________________________ 

14. Are security devices (locks, cameras, alarms, etc.) tested on a regular basis and repaired promptly when necessary? 

[image: image196]Yes [image: image197]No [image: image198]Sometimes Notes________________________________ 

FIELD WORK
Staffing: 

1. Is there adequate staffing in the field? 

[image: image199]Yes [image: image200]No [image: image201]Sometimes Notes________________________________ 

2. Are escorts or “buddies” provided for people who work in potentially dangerous situations? 

[image: image202]Yes [image: image203]No [image: image204]Sometimes Notes________________________________ 

3. Is assistance provided to workers in the field in a timely manner when requested? 

[image: image205]Yes [image: image206]No [image: image207]Sometimes Notes________________________________ 

Training: 

1. Are workers briefed about the area in which they will be working (gang colors, neighborhood culture, language, drug activity, etc.)? 

[image: image208]Yes [image: image209]No [image: image210]Sometimes Notes________________________________ 

2. Can workers effectively communicate with people they meet in the field (same language, etc.)? 

[image: image211]Yes [image: image212]No [image: image213]Sometimes Notes________________________________ 

3. Are people who work in the field late at night or early mornings advised about special precautions to take? 

[image: image214]Yes [image: image215]No [image: image216]Sometimes Notes________________________________ 

Work Environment: 

1. Is there enough lighting to see clearly in all areas where workers must go? 

[image: image217]Yes [image: image218]No [image: image219]Sometimes Notes________________________________ 

2. Are there safe places for workers to eat, use the restroom, store valuables, etc.? 

[image: image220]Yes [image: image221]No [image: image222]Sometimes Notes________________________________ 

3. Are there places where workers can go for protection in an emergency? 

[image: image223]Yes [image: image224]No [image: image225]Sometimes Notes________________________________ 

4. Is safe parking readily available for workers in the field? 

[image: image226]Yes [image: image227]No [image: image228]Sometimes Notes________________________________ 

Security Measures: 

1. Are employees provided two-way radios, pagers, or cellular phones? 

[image: image229]Yes [image: image230]No [image: image231]Sometimes Notes________________________________ 

2. Are employees provided with personal alarm devices or portable panic buttons? 

[image: image232]Yes [image: image233]No [image: image234]Sometimes Notes________________________________ 

3. Are vehicle door and window locks controlled by the driver? 

[image: image235]Yes [image: image236]No [image: image237]Sometimes Notes________________________________ 

4. Are vehicles equipped with physical barriers (Plexiglas partitions, etc.)? 

[image: image238]Yes [image: image239]No [image: image240]Sometimes Notes________________________________ 

Work Procedures: 

1. Are workers given maps and good directions covering the areas where they will be working? 

[image: image241]Yes [image: image242]No [image: image243]Sometimes Notes________________________________ 

2. Are workers given alternative routes to use in neighborhoods with a high crime rate? 

[image: image244]Yes [image: image245]No [image: image246]Sometimes Notes________________________________ 

3. Does a policy exist to allow workers to refuse service to clients or customers (in the home, etc.) in a hazardous situation? 

[image: image247]Yes [image: image248]No [image: image249]Sometimes Notes________________________________ 

4. Has a liaison with the police been established? 

[image: image250]Yes [image: image251]No [image: image252]Sometimes Notes________________________________ 

5. Do workers avoid carrying unnecessary items which someone could use as a weapon against them? 

[image: image253]Yes [image: image254]No [image: image255]Sometimes Notes________________________________ 

6. Is a safe vehicle or other transportation provided by the employer for use in the field? 

[image: image256]Yes [image: image257]No [image: image258]Sometimes Notes________________________________ 

7. Are vehicles used in the field routinely inspected and kept in good working order? 

[image: image259]Yes [image: image260]No [image: image261]Sometimes Notes________________________________ 

8. Is there always someone who knows where each worker is? 

[image: image262]Yes [image: image263]No [image: image264]Sometimes Notes________________________________ 

9. Are name tags required for workers in the field (omitting personal information such as last name and social security number)? 

[image: image265]Yes [image: image266]No [image: image267]Sometimes Notes________________________________ 

10. Are workers notified of past violent acts by particular clients, patients, etc.? 

[image: image268]Yes [image: image269]No [image: image270]Sometimes Notes________________________________ 

Are special precautions taken when workers: 

1. Perform “enforcement” functions (parking control officers, inspectors, etc.)? 

[image: image271]Yes [image: image272]No [image: image273]Sometimes Notes________________________________ 

2. Have to take something away from people (remove children from the home, turn off utilities, etc.)? 

[image: image274]Yes [image: image275]No [image: image276]Sometimes Notes________________________________ 

3. Have contact with people who behave violently? 

[image: image277]Yes [image: image278]No [image: image279]Sometimes Notes________________________________ 

4. Use vehicles or wear clothing marked with the name of an organization that the public may strongly dislike? 

[image: image280]Yes [image: image281]No [image: image282]Sometimes Notes________________________________ 

5. Perform duties inside people's homes? 

[image: image283]Yes [image: image284]No [image: image285]Sometimes Notes________________________________ 

6. Have contact with dangerous animals (dogs, etc.)? 

[image: image286]Yes [image: image287]No [image: image288]Sometimes Notes________________________________ 

