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ADMINISTRATIVE POLICY  
City of Independence, Missouri  

 
 

Number      AP-20-01  
 
Effective Date         9/30/2020  
     

CONTROL OF INFECTIOUS DISEASE DURING A 
RECOGNIZED OUTBREAK 

 
I. Purpose  
 

The City of Independence will take proactive steps to protect the workplace in the 
event of an infectious disease outbreak that has resulted in the activation of our 
Emergency Operations Center (EOC). It is the goal of the City during any such 
time period to strive to operate effectively, ensure that all essential services are 
continuously provided, and that employees are safe within the workplace.  The 
City is committed to providing authoritative information about the nature and 
spread of infectious diseases, including symptoms and signs to watch for, as well 
as required steps to be taken in the event of an outbreak. 

 
II.  Policy 
 

The City will take measures to the extent possible to ensure a clean workplace, 
including the regular cleaning of objects and areas that are frequently used, such 
as bathrooms, breakrooms, conference rooms, door handles and railings. The 
EOC and the designated Incident Command Team will monitor and coordinate 
events around an infectious disease outbreak, as well as create work rules that 
could be implemented to promote safety through infection control. 

We ask all employees to fully cooperate in taking steps to reduce the transmission 
of infectious disease in the workplace. The best strategy remains the most 
obvious—staying home when you feel ill; frequent hand washing with warm, 
soapy water; wearing face coverings; and discarding used tissues in wastebaskets. 

Many times, with the best of intentions, employees may report to work even 
though they feel ill.  However, during an infectious disease outbreak that has 
resulted in the activation of our EOC, it is even more critical that employees do 
not report to work while they are ill or symptomatic. As outlined in the City’s 
Personnel Policies and Procedures and on the State of Emergency intranet site, the 
City provides generous paid sick time and other benefits to compensate 
employees who are unable to work due to illness.  



If an employee is experiencing symptoms, they should stay home, or, if they 
develop any symptoms while at work, they should immediately leave the 
workplace.  Examples include fever of 100.4 degrees or higher, cough, sore 
throat, runny or stuffy nose, body aches, nausea/vomiting, diarrhea, headache, 
chills and fatigue, and loss of taste and/or smell. If an employee has no fever, but 
is exhibiting any two or more of the other symptoms, the employee should be sent 
home immediately.  If an employee exhibits any symptoms and has been exposed 
to someone within the previous two weeks who is awaiting confirmation of results 
(e.g. a spouse is awaiting test results and now the staff member is symptomatic), 
the employee should not come to work or be sent home immediately.  Employees 
who insist that they are “only” suffering from a cold or allergies but display two 
or more symptoms should still be sent home until the symptoms have resolved or 
a healthcare professional has cleared them to return (documentation should be 
provided as appropriate). An employee who is sent home should follow the 
exposure guidelines already in place that can be found on CityNet. 

 
III.  Disciplinary Action 
 

Any employee who should have reasonably known that they were exhibiting 
potential infectious illness symptoms and reports to work may be subject to a one-
shift (up to 8 hour) unpaid disciplinary suspension (safety rule violation) once 
they return to active duty. The disciplinary process will follow any applicable 
union contracts or the City’s Personnel Policies & Procedures as appropriate. 
Repeated violations by the same employee may result in discharge. 

 
 

APPROVED:  
 

 
_____________________________ 
Zachary C. Walker 
City Manager 
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ADMINISTRATIVE POLICY 
City of Independence, Missouri  
 

 
 
Number            AP-99-02  

        
Effective Date  04/12/99  
Revised Date 10/1/2016 
 

WORKPLACE VIOLENCE 
              
 
I. Policy 

The City of Independence will strive to provide all employees a work environment that is safe 
and free from violence.  Violent outbursts, intimidation, threats, harassment, bullying, or other 
forms of abusive, aggressive, or disruptive behavior will not be tolerated or excused.  Such 
behavior is a violation of Personnel Policies and Procedures Article VII(H)(2)(s).  Unless 
specifically authorized and work-related, possession of a weapon capable of causing bodily 
injury is prohibited on City property in accordance with Personnel Policies and Procedures 
Article VII(H)(2)(r).  Violations of this policy will be treated with severe disciplinary action 
up to and including termination from employment. 
 
Each employee deserves to be treated with dignity, respect, and fairness.  Violence or threats 
of violence by or against any City of Independence employee, citizen or property, at any level, 
will not be tolerated. 

 
II. Purpose 

To provide a work environment that is safe and free from violence.  The City of 
Independence, including its employees, supervisors, managers, and administrators, firmly 
commit to providing a safe workplace and reducing the potential for work-related violence. 
 

IIII. Definitions 
Workplace Violence - Any act or threat which causes a reasonable employee to feel 
intimidated, harmed or concerned about potential harm.  Such acts or threats can be from 
other employees or the public.   
 
City Property - A property, building or a portion of a building of which the City is the owner. 
A work site or any place an employee is performing the essential functions of his or her 
duties. The term includes city offices space in a leased facility, fire stations, city vehicles, 
parking lots, recreation centers, parks, ball fields, and swimming pools. 
 
Physical and Verbal Behaviors - A threat of violence (implicit or explicit) or violent acts in or 
on a City facility.  This includes any injury, death, serious accident, illness, or felony-crime 
occurring as the result of violence in the workplace. 
 

IV. Responsibilities of the Human Resources Department 
A.  Provide advice and assistance to employees, supervisors, and managers regarding 



employee conduct issues, interpretation of this policy and applicable personnel rules, 
conflict resolution mediation, and training. 

B.  Ensure that the Director of Human Resources, the Department Director of the 
affected department(s) and the Law Department are made aware of any allegations of 
workplace violence. 

C.   Work closely with the involved department(s) to investigate and resolve the 
allegations of workplace violence. 

D.   Report immediately to the Police Department any allegations constituting a violation 
of law (See section on reporting threats). 

E. Brief the appropriate Department Director or his or her designee on the conclusion of 
the investigative report and recommend appropriate disciplinary action. 

F.   Maintain a complete file of the incident in a central file located in the Human 
Resources Department. 

 
V.   Responsibilities of the Department Director 

A. Department directors will promote a safe workplace and must not condone any 
violent, aggressive, or disruptive behavior exhibited or threatened by any employee.   
All reports of violent behavior must be taken seriously. 

B. Department directors will inform staff members of the City’s policy on workplace 
violence.  Threats of violence, or other abusive, aggressive, or disruptive behavior in 
any form will not be tolerated in the workplace and must be immediately reported to 
the Human Resources Department. 

C. Directors, managers, and supervisors will be knowledgeable about the services 
available through the Human Resources Department and must make appropriate and 
timely referrals for assistance in resolving incidents that involve the possession of 
weapons, threats or other abusive, aggressive, or disruptive behavior.     

D. Department directors will insure that supervisors and managers are aware of 
procedures for referring employees to the Employee Assistance Program (EAP).  
Directors, managers, and supervisors must make appropriate and timely referrals for 
assistance to employees who threaten or engage in violence or other forms of abusive, 
aggressive, or disruptive behavior or to those who are threatened or victimized. 

E. Department directors will develop department plans and procedures for promoting 
employee safety and protection of City assets in the event of an incident or threat. The 
plan must be posted in a common employee area at every work site.  The Human 
Resources Department will assist in developing departmental plans.   Plans should be 
reviewed periodically with all department personnel.   

 
VI.   Responsibilities of Management and Supervisors 

A. Supervisors and managers should be aware of changes in employee behavior patterns 
which exhibit the potential for workplace violence or disruption.  Such changes should 
be addressed in private counseling sessions with the employee.  All such behavior or 
actions must be documented by the supervisor or manager for the record and included 
in the employee’s personnel file.  

B. All reports of violence in the workplace will be taken seriously.  Supervisors and 
managers have the responsibility of reporting threats or acts of violence to the 
department director so that proper action may be taken.  Supervisors and managers 
must keep the director informed of all developments relating to incidents.  Failure to 



do so may result in disciplinary action being taken against the manager or supervisor. 
C.   Threats or potential violent situations from the public should be immediately  

  reported to the Police Department.   
D. The supervisor must not require an employee to deal with a client known to have a 

violent behavior without the assistance of the Police Department or other qualified 
persons.  

 
VII.   Responsibilities of Employee 

A. No employee, at any level, shall possess a weapon on City property (unless 
specifically authorized and work related) or engage in threats, violent expressions of 
emotion, intimidation, bullying, harassment or other abusive, aggressive, or disruptive 
behaviors against City of Independence employees, citizens, or property.    

B. All threats, including those made jokingly, will be taken seriously.  Employees 
engaging in this type of behavior will be subject to disciplinary action up to and  
including termination.  

C. Any employee or supervisor who becomes aware of a threat made by another 
employee and has observed one or more of the following behaviors from an employee 
should contact his or her immediate supervisor. 

D. All employees have a responsibility to act upon any event or occurrence that may 
indicate a need for help and assistance of another employee who has displayed an 
indicating “signal” that help is warranted.   

                    
  Early Warning Signals are: 
 

1. Intimidation of others.  (This can be physical or verbal intimidation. 
Harassing phone calls and stalking are obvious examples.) 

2. Disregard of the safety of co-workers. 
3. Paranoid behavior.  Perceiving that the whole world is against them. 
4. Moral righteousness and believing the organization is not following 

its rules and procedures. 
5. Unable to take criticism of job performance.  Holds a grudge, especially 

against a supervisor.  Often verbalizes hope for something to happen to 
the person against whom the employee has the grudge. 

6. Obsessive involvement with the job, often with uneven job performance 
and no apparent outside interests. 

7. Extreme interest in semiautomatic or automatic weapons and their 
destructive power to people. 

8. Fascination with incidents of workplace violence and approval of the use 
of violence under similar circumstances. 

9. History of violent behavior. 
10. Expression of extreme desperation over recent family, financial or 

personal problems. 
 

E. Employees should not excuse, cover for, or protect a co-worker who threatens or 
commits a violent act against another person or property; doing so may result in 
disciplinary action being taken against the employee. 

 



F.  Employees should not try to handle a violent or potentially violent incident on their 
own for safety reasons.  Employees who are aware of threatening, abusive, 
aggressive, or disruptive behavior by anyone should promptly report such activity to 
their immediate supervisor or the Human Resources Department. 

 
G. If an employee has a protective order against another individual, or if the employee 

has a personal situation outside the workplace which has the potential for violence in 
the workplace, the employee must notify their supervisor, or other person in 
authority.  The employee should provide the name and description of the individual, 
and give as much detail about the situation to enable the supervisor to be prepared 
should a potentially violent situation occur. 

   
H.   No employee acting in good faith, who reports violent behavior or an act of violence, 

will be subject to retaliation or harassment based upon their report. 
 
VIII.   Reporting Imminent Threats 
   Reporting imminent threats and/or acts of violence, an employee should first secure his or 

her own safety, then: 
 
A.  Notify the Police Department by dialing 911 for threats or incidents in progress.  If 

you normally dial nine to reach an outside line, you must dial 9-911.   
B. Notify your immediate supervisor.  If, however, the immediate supervisor is the 

alleged offender, the employee should report the incident directly to the next higher 
level of supervision.  The employee should be prepared to describe the exact location 
of the incident and provide a comprehensive description of the violent or threatening 
employee, or citizen; or   

C. Notify the Human Resources Department or a Employee Assistance Program (EAP)) 
at 800-466-8282, who will inform management of the situation if the employee is 
uncomfortable making the report. 

D. Employees who are threatened, assaulted, or attacked while on official duty in the 
field (not at a City facility) should immediately report such incidents to the Police 
Department and their immediate supervisor.  Timely reporting of the incident will 
allow for the appropriate investigation and follow-up procedures to be implemented. 

 
IX.   Reporting Non-Imminent Threats 
 

A. If the threat is not immediate, the employee should report the incident either verbally 
or in writing to his or her immediate supervisor, higher level of supervisor, or the 
Human Resources Department, as soon as practical.    

B. Notify the Human Resources Department by submitting  a copy of the report. 
      

X. Investigation 
All verbal or written allegations of workplace violence will be taken seriously and handled in a 
prompt manner.  Once an incident involving workplace violence has occurred or an allegation 
of workplace violence has been made, the person receiving the complaint will notify his or her 
immediate supervisor and the Human Resources Department.  The supervisor will make the 
appropriate notifications within the chain of command.  The Human Resources Department 



will coordinate the investigation.   
 

A.   Notify the Human Resource Department immediately upon becoming aware of the 
incident and seek guidance and assistance in investigating the allegation. 

B.   The employees must not suffer retaliation for allegations or participating in an 
investigation. 

C.   Conduct interviews with the complainant, the accused, persons suggested by either 
of these parties, and any other person believed to be reasonably knowledgeable of 
the circumstances of the allegations. 

D.   Review personnel files of the complainant and of the accused to determine their 
involvement in similar prior incidents. 

E.   Give the accused an opportunity to respond to allegations before taking   
  disciplinary action. 

F.   When warranted, take remedial and/or disciplinary action against employees with a 
substantiated charge of workplace violence ranging from a written or documented 
oral apology to formal reprimand, suspension (with or without pay), transfer, 
demotion, or discharge. 

G.   Individuals who make false and malicious allegations of workplace violence will be 
subject to disciplinary action in accordance with Personnel Policies and Procedures 
Article VII(H)(2)(q). 

H.   Personnel actions and investigations are CONFIDENTIAL. 
 
Depending on the severity of the incident, the employee accused of misconduct may be placed on 
suspension with or without pay during the investigation pursuant to Personnel Policies and 
Procedures Article VII(H)(3)(d). 
 
APPROVED: 
 
ZACHARY WALKER 
CITY MANAGER 
 
 
 
 
Detach   - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - 
- -  

 
Acknowledgement of Receipt of Notice of Workplace Violence Policy 

 
I hereby certify that I have on this date received a copy of the Administration  Policy AP-02 on 
Workplace Violence.  I certify that I will read and abide by the provisions of this policy and 
further understand, as indicated in the policy, that a violation of such, will be treated with severe 
disciplinary action up to, and including termination. 
 
Print Name: ________________________________ Department: ___________________ 
 
Signature: __________________________________ Date: _________________________ 
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