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Created on 11/25/2025          Workplace Acts or Threats 
  of Violence Checklist 

This document provides general guidance in the event of an immediate threat or act of 
violence perpetrated by a non-Department of Human Services (DHS) employee upon an 
employee during the course of conducting official business. The guidance below is 
intended to supplement, not supplant, existing DHS Office of Human Resources policies 
and protocols, as well as local policies and protocols.  
______________________________________________________________________ 

☐ If the threat is immediate, call 911 before taking any other action.

☐ Alert all staff to the specifics of the threat:

☐ Name of alleged perpetrator (picture if available)
☐ Agency relationship (customer/client, employee’s family member, etc.)
☐ Name of staff member(s) targeted
☐ Nature of the threat (what was said/written)

☐ Advise staff to take extra safety precautions, especially when allowing visitors into the
facility, visiting private homes, traveling, etc.

☐ Notify emergency contacts (i.e., unit manager, Division Director, OHR, etc.) of the
pertinent information regarding the nature of the threat and/or incident.

☐ If available, activate panic buttons and/or institute emergency procedures that include a
code designation, such as “Code Yellow”, to announce an emergency via the overhead
speakers, if applicable.

☐ If possible, obtain a recent photograph of the subject; provide the photo to other staff,
and display it at the front desk, entrances/exits.

☐ If no immediate threat exists, report the threat to your local law enforcement agency
through a designated point of contact. Request that the incident be documented in an
incident report (paper trail, documentation).

☐ Request that law enforcement conduct periodic zone patrols in and around the office
each day until the threat no longer exists, if applicable.

☐ If the alleged perpetrator is a youth in the custody of DFCS or an Agency client:

☐ Implement a safety plan to avoid solo contact
☐ Request that law enforcement meet the staff at the client’s residence or foster

home for required visits, if the employee does not feel safe conducting home
visits alone

☐ Notify the youth’s School Resource Officer of the threat, if applicable
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