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Workplace Safety 



This is intended to provide state 
employees with basic workplace 
violence, crime prevention and safety 
information. While the 
recommendations do not guarantee a 
crime-free environment, it is our 
experience that the application of these 
concepts will reduce the opportunity for 
crime to occur and will enhance the 
quality of life of employees. 
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The Workplace 
Any location, either permanent or temporary, where an employee 
performs any work-related duty. This includes, but is not limited 
to, the buildings and the surrounding perimeter, including the 
parking lots, field locations, alternate work locations, vehicles, 
and travel between work assignments. (DHRM Policy 1.80) 
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Workplace Theft Prevention 

- Lock purse or wallet in desk when 
leaving for lunch or breaks, and take 
the key with you. 

- Take personal property with you 
during a building evacuation (unless 
it is not safe to do so). 

- Lock up any valuables when leaving 
for the day – both personal property 
and state property. 

- If a crime occurs, leave the area alone 
in case evidence can be obtained. 

- Call Capitol Police IMMEDIATELY at 
786-4357(HELP) 
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Workplace Personal Safety 

- Check the identity of any strangers who are in your office. 
- Don’t stay late if you’ll be alone in the office. 
- Report any broken or flickering lights, dimly lit corridors, 

broken windows, and doors that don’t lock properly. 
- Avoid using out-of-the-way corridors and stairwells when 

you’re alone. 
- If you notice signs of potential violence in a fellow 

employee, report this to the appropriate person. 
- Immediately report any incidents of sexual harassment to 

your supervisor and/or human resource department. 
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Workplace Personal Safety 
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Suspicious Person(s)  
in the Workplace 



SCENARIO 
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What Makes A Person Suspicious? 

- You don’t recognize them as someone who 
should be in the area (building, parking lot). 

- They are not wearing their employee 
identification. 

- They are trying to “piggy back” when  
you enter a secure door. 

- Odd clothing for the season. 
- Appearing nervous. 
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What Should You Do? 

- Ask the person if they need help in a non-confrontational 
manner. 

- Be nosy: 
- Why are they here? 
- Who are they trying to find? 
- If they are looking for a person or department that is 

on the same floor, then personally take them there. 
- Be observant. 
- Get the best physical and clothing description you can of 

the person and immediately write it down. 
- Note their direction of travel. 
- Call Capitol Police IMMEDIATELY at 786-4357 (HELP). 
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Suspicious Person 
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SCENARIO 
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Suspicious Package 



What Makes a Package Suspicious? 

*Not every unattended item is 
necessarily a suspicious item.  

- The package is hidden – placed in 
area not easily observed but high 
traffic or critical. 

- The package is obviously suspicious 
– wires showing, fumes/odors, 
ticking sound. 

- The package is not in a typical area 
– the package is in an area where 
found property is not typically 
located. 
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- Restrictive endorsements: 
confidential, personal, To be 
opened by Addressee only. 

- Visual Distractions: Fragile, Rush, 
Handle with care. 

- Excessive postage. 
- Fictitious or no return address. 
- Poorly typed or handwritten 

addresses. 
- Oily stains or discolorations. 
- Rigid, lopsided, or uneven 

envelope. 
- See DCP Handout 

 

What Makes Mail Suspicious? 
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Suspicious Packages 

www.dcp.virginia.gov 



Threatening 
Communication 



Types of Threats 

1. Direct 
“I’m going to kill you” 

2. Conditional (Intimidation) 
“If I have to come down there to straighten 
this out, somebody’s going to get hurt” 

3. Veiled 
“You’ll be sorry you said that” 

Take All Threats Seriously! 
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Ways of Communication 

Threats can be received in various 
ways including: 

- Telephone threats (including 
voicemail) 

- Email Threats 
- Letter Threats  
- In Person 
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Threatening Communications 
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Bomb Threats 
 



SCENARIO 
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What To Do? 

- Remain calm. 
- Ask questions. 

- When is the bomb going to explode? 
- Where is it right now? 
- What does it look like? 
- What kind of bomb is it? 
- What will cause it to explode? 
- Etc.  

- Exact wording of the threat. 
- Caller’s voice. 
- Background sounds. 
- See DCP Handout 
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Bomb Threat Check 
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Workplace Violence 



Types of Violence 

- Domestic Disturbance 
- Disgruntled Employees 
- Delusional Person 
- Long Tenure 
- Stressor Causes Violence 
- End of the Line 
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Potential Perpetrators 

- Co-workers 
- Managers/Supervisors 
- Former Employees 
- Strangers 
- Customers/Clients 
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How to respond to a violent situation 

Follow your  agency’s Workplace 
Violence Response policy. 
 
 

If a person is acting in a threatening 
or violent manner, have someone 
notify the Capitol Police immediately 
786-HELP (4357). 

Signal to a coworker that you 
need help (activate duress alarm 
or use prearranged code words). 

www.dcp.virginia.gov 



Tips for Handling 
Threatening, Aggressive, or 
Potentially Violent Persons 

- Stay Calm 
 

- Listen Attentively 
 

- Speak Softly 
 

- Make eye contact with the person. 
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- Be empathetic, not sympathetic. 
- Empathy recognizes, identifies, and 

acknowledges feelings. 
“This must be very difficult for you.” 

- Sympathy often denies or discounts feelings. 
“Don’t worry about it, it will work out.” 
 

- Be courteous and patient and try to keep the 
situation in your control. 
 

- NEVER make counter threats. 
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- Stall for time and keep them talking. 
 

- If the person has a weapon or is acting in 
a violent manner, then follow their 
instructions. 
 

- Watch for an opportunity to escape to a 
safe area. 
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Workplace Violence “Do’s” 

- Assess the situation; remain calm and attentive. 
- Seek to understand; ask questions. 
- Show empathy & interest; encourage discussion. 
- Stand at right angles. 
- Ask for small favors. 
- Use delaying tactics. 
- Point out choices. 
- Accept criticism positively. 
- Try to keep your escape route open. 
- Have third person present, if possible. 
- Have neutral body language. 
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Workplace Violence “Don’ts” 

- Don’t have an aggressive stance. 
- Don’t reject demands at beginning. 
- Don’t make light of situation. 
- Don’t lie or make false promises. 
- Don’t use complicated language. 
- Don’t disagree. 
- Don’t show anger or fear. 
- Don’t patronize the person. 
- Don’t “get in their space”. 
- Don’t make sudden movements, threats, or dares. 
- Don’t put them down. 
- Don’t criticize. 
- Don’t try to bargain. 
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Active Shooter 





Active Shooter Resources 



A Safe Workplace is 
Everyone’s Concern and 
Responsibility 



Resources 

www.dcp.virginia.gov 



Resources: 
 
Division of Capitol Police 
    http://dcp.virginia.gov/ 
Department of Homeland Security 

http://www.dhs.gov/active-shooter-preparedness 
Department of Human Resource Management 
 http://web1.dhrm.virginia.gov/itech/hrpolicy/pol1_80.html 
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Questions & 
Comments 

Lieutenant John T. McKee 
804-786-2444 

jmckee@dcp.virginia.gov 
 

Sergeant Dianne M. Dowdy 
804-786-2460 

ddowdy@dcp.virginia.gov 
 

Sergeant Chanda N. Cross 
804-786-2504 

ccross@dcp.virginia.gov 
 

Sergeant Rebecca B. Herrera 
804-786-2528 

rherrera@dcp.virginia.gov 
 

Karen Anderson 
804-786-2467 

kanderson@dcp.virginia.gov 
 
 

Division Website 
www.dcp.virginia.gov 
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