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1. Authority 
 
The Tax Commissioner issues Ohio Department of Taxation (herein referred to as the “Department”) Policy 
ODT-009 in accordance with Ohio Revised Code § 5703.05.  Ohio Revised Code § 5703.05 grants the Tax 
Commissioner powers, functions, and duties including the authority to manage and direct the Department’s 
operations.   

 
2. Purpose 
 
The purpose of this policy is to establish procedures to maintain a safe and secure working environment.   

 
3. Applicability 
 
This policy applies to all persons on Departmental premises.   

 
4. Definitions 

 
4.1. Warning signs of workplace violence – the following are behaviors that are warning signs, 

symptoms, and risk factors identified by the Federal Bureau of Investigation that might indicate a 
person’s potential for workplace violence:  direct or veiled threats of harm; intimidating, 
belligerent, harassing, bullying, or other inappropriate and aggressive behavior;  numerous 
conflicts with supervisors and other employees; bringing a weapon to the workplace, brandishing 
a weapon in the workplace, making inappropriate references to guns, or fascination with 
weapons; statements showing fascination with incidents of workplace violence, statements 
indicating approval of the use of violence to resolve a problem, or statements indicating 
identification with perpetrators of workplace homicides;  statements indicating desperation (over 
family, financial, and other personal problems) to the point of contemplating suicide; drug/alcohol 
abuse; and extreme changes in behaviors. 

 
4.2. Examples of workplace violence – hitting or shoving an individual; threatening to harm an 

individual or his/her family, friends, associates, or their property; intentional destruction or threat 
of destruction of property owned, operated, or controlled by the state; harassing or threatening 
telephone calls, sending harassing or threatening letters or other forms of written or electronic 
communications, the malicious and repeated following of another person, making of a credible 
threat with intent to place the other person in reasonable fear for his/her safety, a violation of the 
Department’s unauthorized weapons policy. 
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5. Policy 
 
The Department is committed to a work environment that is safe, secure, and free from workplace violence.  
Workplace violence will not be tolerated.  Workplace violence is subject to discipline, up to and including 
removal from employment.  All employees are responsible to help maintain a safe and secure work 
environment.  This policy prohibits not only acts of physical violence, but harassment, intimidation, and other 
disruptive behavior including incidents involving co-workers and incidents involving individuals from outside 
the Department.  It is the Department’s policy that employees report workplace violence or behaviors that are 
warning signs to management, to Human Resources, or to the Tax Commissioner’s Office.  The Department 
will respond to and address inappropriate behavior, violent, or potentially violent situations on Department 
premises.   

 
6. Procedures 
 

6.1. Crisis Management  
 

6.1.1. Crisis Management Roles and Responsibilities 
 

6.1.1.1. A supervisor is to be alerted to any behaviors that are warning signs or threats of 
workplace violence, bomb threats, fires, floods, hostages or weapons situation, 
medical emergencies, suspicious mail, or suspicious persons. 

 
6.1.1.2. When a supervisor regards a report as credible or observes a situation that could 

result in an unsecure or unsafe working environment, the supervisor must notify 
building security and the chain of command through the applicable Deputy Tax 
Commissioner and the Chief Legal Counsel identifying the date and time, the facts 
and context, any apparent target (general or specific), any apparent motivation, and a 
judgment on the ability of the person or persons to carry out the threat or render the 
work environment unsafe or unsecure.  

 
6.1.1.3. In all situations, when bodily harm or property damage appears imminent, employees 

are to take all precautions necessary to ensure their own safety and the safety of 
others by notifying security, calling 911, and seeking the assistance of security.   

 
6.1.1.4. In the event of a crisis situation, the primary contact person will be the Chief Legal 

Counsel.  He/she will notify the Tax Commissioner of the facts of the crisis situation 
as soon as possible.  

 
6.1.1.5. The Chief Legal Counsel or his or her designee will assume or assign the 

responsibilities of: 
 

6.1.1.5.1. Liaison with the law enforcement, fire, medical and other community 
resources offering assistance, as necessary. 

 
6.1.1.5.2. Spokesperson to monitor incoming calls, and document in detail everything 

done in response to the crisis situation. 
 
6.1.1.5.3. All communication with the immediate relative(s) and other employees shall 

be handled by Human Resources. 
 
6.1.1.5.4. Maintaining actions plans. 
 

6.1.1.6. The Office of Communications will receive and respond to all media or legislative 
inquires.  
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6.1.2. Crisis Procedures 
 
The safety and security manual establishes standard procedures for handling crises.  Employees 
will obtain a copy from Human Resources or review it on the Department’s intranet site by 
opening the following hyperlink: Department's Intranet Site > Safety & Security > 
Policies/Procedures > Safety and Security Manual 
 
In all situations, when bodily harm appears imminent, employees are to take all precautions 
necessary to ensure their own safety and the safety of others including by notifying security and 
calling 911.   
 
Each Division will have at least one floor warden and will have an evacuation procedure.  The 
floor warden will be issued a vest and appropriate equipment.  The floor warden will be trained in 
evacuation procedures.   All employees are responsible to know the evacuation procedure for 
their work area.   
 

6.1.2.1. Crisis Telephone Numbers  
 
  The following are the crisis telephone numbers: 
 

Emergency Services – Police, Fire, Rescue 911 

Ohio State Highway Patrol 614-466-2660 

ODT Security 614-466-1234 

ODT Emergency & Weather Information 888-833-0040 

State of Ohio Emergency & Weather Information 866-643-6756 

 
 
6.2. Fitness-for-Duty Evaluation 
 
Any employee exhibiting warning signs, symptoms, or risk factors for workplace violence or other signs of 
being unfit for duty or being a threat to safety may be ordered to submit to an independent medical 
evaluation to determine fitness-for-duty by the Tax Commissioner or his/her designee.  
 
6.3. Ohio Employee Assistance Program  

 
When a supervisor reasonably suspects that an employee is dealing with personal problems or 
difficulties, the supervisor may recommend to the employee the services of the Ohio Employee 
Assistance Program (EAP) at 614-644-8545 or 1-800-221-6327.   
 
The Tax Program Executive of the Office of Agency Performance will designate an EAP coordinator who 
will be consulted in the event of a critical incident for which Ohio EAP assistance may be beneficial or 
appropriate.   
 
6.4. Training 
 
The Department will provide or arrange to be provided workplace violence and will provide a safety and 
security resource website. 

http://taxi/divisions/safety/documents/SafetyandSecurityProcedureManual_001.doc
http://taxi/divisions/safety/documents/SafetyandSecurityProcedureManual_001.doc

