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In t rod u ct ion  a n d  Pu rp ose : 
               
Montana Sta te  University supports a  cam pus environm ent and  workplace free  of violence, and  
acts of violence  aga inst any m em ber of the  MSU com m unity are  strictly proh ib ited . 

The  University is com m itted  to  working with  its em ployees to m ain ta in  an environm ent free  
from  violence, threa ts of violence , harassm ent, in tim ida tion, and other d isrup tive  behavior. 
While  th is kind  of conduct is rare , inciden ts of workplace  violence  cannot be  
ignored .   Estab lished policies and procedures can  he lp  em ployees who wish  to  report such  
inciden t and can  he lp  the  un iversity in  responding to  the  reports. 

Re p or t in g vio le n ce , t h re a t s , h a ra ssm e n t , in t im id a t ion , a n d  o t h e r  d is ru p t ive  
b e h a vio r  

All reports of violence , threa ts, harassm ent, in tim ida tion, and  other d isrup tive  behavior will be  
taken  se riously and  will be  dea lt with  appropria te ly.  Ind ividua ls who com m it such  acts m ay be  
rem oved from  the  prem ises and  m ay be sub ject to  d iscip linary action, crim ina l pena lties, or 
both . 

All em ployees a re  responsib le  for m ain ta in ing a  workplace free  of violence . The  University has a  
varie ty of se rvices and  procedures in  p lace  to  respond  to and  he lp  p reven t acts of physica l 
violence , harassm ent, in tim ida tion, and other d isrup tive  behavior. Those  se rvices and  
procedures include : 

1. Services provided by the  MSU Police    

2. Services ava ilab le  th rough  the  Em ployee  Assistance  Program    

3. Grievance procedures for em ployees 



Em ployees who a re  concerned  about workplace  situa tions tha t m ay involve  violence  should  
take  p rom pt and  appropria te  action  without fea r of re ta lia tion  by: 

1. Calling the  University Police  a t 406-994-2121 

2. Speaking to a  supervisor 

3. Contacting a  un ion  officia l 

4. Calling Hum an Resources a t 406-994-3651 or the  Office  of Institu tiona l Equity a t 406-994-
2042 

Record  keep ing and  docum enta tion  will be  m ain ta ined  by Hum an Resources and  the un iversity 
police  if appropria te , both  to  protect the  em ployee  as well as the  University.  Every e ffort will be  
used  to m ain ta in  the  reporting em ployee 's righ t to  p rivacy.  

The  University will eva lua te  the  situa tion and  take  appropria te  action  to reduce  the  th rea t of 
violence  in  the  workplace . Th is action m ay involve  consu lta tion  am ong the  police , hum an 
resources, lega l counse l, m enta l hea lth  p roviders, and  others as necessary.   

Follow-up  actions will be  cra fted  to  respond  to  individua l situa tions. The range  of actions m ay 
include  rem oval of potentia lly dangerous persons from  the  p rem ises, d iscip line  of em ployees 
or studen ts, provision of added security m easures, d iscip linary re ferra ls, em ployee  assistance  
re fe rra ls, and other actions tha t m ay be appropria te . 
 
In fo rm a t ion  fo r  Em p loye e s : 
 
Re cogn izin g Ea r ly Wa rn in g Sign a ls  
 
While  there  is no re liab le  way to  p red ict who m ight com m it an  act of violence , the re  m igh t be  a  
pa tte rn  of behavior tha t cou ld  give rise  to concerns.  Exam ples of these  types of behaviors a re : 

Direct or ve iled  verba l threa ts of harm . 
In tim ida tion of others by words or actions. 
Carrying a  concea led  weapon  or flash ing a  weapon  to  test reactions. 
Hypersensitivity or extrem e susp iciousness. 
Extrem e m ora l righ teousness. 
Unable  to  take criticism  of job  perform ance . 
Holds a  grudge , especia lly aga inst a  supervisor. 
Often verba lizes hope  for som eth ing to  happen to  the  person aga inst whom  the em ployee  has 
the  grudge . 
Expression  of extrem e despera tion over recen t prob lem s. 
History of violen t behavior. 
Extrem e in te rest in  weapons and  the ir destructive power to people . 
Fascina tion  with  inciden ts of workp lace  violence and  approva l of the  use  of violence  under 
sim ila r circum stances. 
In ten tiona l d isregard  for the  safe ty of others. 
Destruction  of p roperty. 



No one  signa l a lone  should  cause  concern  bu t a  com bina tion of these  item s should be  a  cause  
for concern  and  action . 

Em ployees wish ing to  report inciden ts and  those  to  whom  inciden ts a re  reported  should  
p rovide  and record  the  following types of inform ation : 

Wh o  - Who was the  perpe tra tor of the  inciden t and  who e lse  was p resen t as a  witness to  the  
inciden t? 
Wh a t   - Exactly what happened? The "what" of a  report includes a ll of the  facts and m ay a lso 
include  your assessm ent of those  facts. 
Wh e n - When d id  the  inciden t occur? If the re  were sm alle r even ts lead ing up  to  the  m ain  
inciden t you  are  describ ing, when  d id  those  even ts occur? 
Wh e re -Where  d id  th is inciden t happen? 

Su gge s t e d  Gu ide lin e s-Do 's  a n d  Don ’t s  
If confron ted with  a  situation  in  which  you fear tha t there  m ay be  a  th rea t of violence, the  
following gu ide lines m ay be  of assistance  in  dea ling with  the  person : 

DO project ca lm ness: m ove  and speak slowly, quie tly and  confiden tly. 
DO focus your a tten tion  on  the  other person  to  le t them  know you  a re  in terested  in  what they 
have  to  say. 
DO m ain ta in  a  re laxed  ye t a tten tive  posture  and  position  yourse lf a t a  righ t angle  ra ther than  
d irectly in  front of the  other person . 
DO accep t criticism  in  a  positive  way. When  a  com pla in t m igh t be  true, use  sta tem ents like  "You 
a re  p robab ly righ t" or "Maybe  I m ade  an  e rror." If the  criticism  seem s unwarran ted , ask 
cla rifying questions.    
DO acknowledge  the  fee lings of the  other person . Ind ica te  tha t you  can  see  he  or she  is upse t. 

DO NOT use  styles of com m unica tion  which  genera te  hostility such  as apa thy, b rush  off, 
coldness, going strictly by the  ru les, or giving the  run-around . 
DO NOT re ject a ll of the  person 's dem ands from  the  start. 
DO NOT m ake  sudden m ovem ents which  can  be  seen  as th rea ten ing. Notice  the  tone , volum e 
and  ra te  of your speech . 
DO NOT cha llenge , th reaten , or dare  the  person . Never be little  the  person or m ake  h im  or her 
fee l foolish . 
DO NOT try to m ake  the  situa tion seem  less se rious than  it is . 
DO NOT invade  the  person’s persona l space . Make  sure  there  is a  space  of 3' to 6' be tween  you  
and  the  other person . 
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