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Learning Solutions Project Outline
	Version Date: 
	July 1 2013

	Approval Date: 
	

	Designer Name: 
	Susan Nabonne

	Business Approver:
	Bill Shore

	Instructional Goal:
	The purpose of this learning solution is to provide Coventry employees the necessary information about workplace violence threats, armed intruder incidents, workplace violence policies, and employee assistance program services in order for them to properly and appropriately respond to and minimize impact.

 Reference: Coventry WV Task Force PPT

	Scope:
	In scope:
Course topics will include:
· Identifying and reporting workplace threats
· Responding to armed intruder incidents
· Workplace Violence Policy reference
· EAP resource information
Out of scope

Course topics will not include:

· Specific site evacuation information
· Domestic violence procedures
· Employee conduct policy including corrective action, legal action, and incident reports and/or record keeping

· Weapons policy



	Design Requirements:
	For an effective and successful course implementation, the Learning Solutions team recommends the following Run-Hide-Fight video to be viewed as part of the course.  Audio capability and a media player are required.

http://www.readyhoustontx.gov/videos.html



	Target Audience:
	All Coventry employees.

	Course Learning Objectives:


	· Recognize and report potential or actual workplace threats.

· Identify warning signs of workplace threats.

· Choose appropriate actions in given workplace threat scenarios.
· Select appropriate actions when encountering an armed intruder in given scenarios.
· Review workplace violence policy and employee assistance resources.

	Evaluation:
	· Level 1 (reactions to the course itself): Auto generated through SABA at course completion.

· Level 2 (knowledge transfer on key concepts):  Knowledge checks embedded in course content.

	Guidelines for Course Completion: 
	Employees must complete the course by third quarter.  Staggered rollout by business unit over three-week time frame.

	Primary Delivery Method:
	Web-based (asynchronous)

	Secondary Delivery Method:
	Job Aid(s) to include:

· Workplace threats:  Warning signs and reporting

· Badge policy

· Domestic violence policy

· Weapons policy
· Employee Assistance Program

	Session Timeframe:
	Course length not to exceed 1 hour.

	Implementation/Communication Considerations
	SABA
The course will be housed in the SABA learning management system and assigned to employees.
Communication

Employee Development department will distribute a mass email describing the course and providing a hyperlink to the SABA system for course completion.

	Content Outline: 
	Screen Title:  Workplace Crisis Prevention
Graphic:  Silhouette of office buildings and people.

INTRODUCTION

Screen 1 Title:  Welcome
Narrator:  Welcome to Aetna’s Workplace Crisis Prevention Course.  Workplace crisis prevention is about helping you recognize and report workplace threats.  This course will also provide you with the information you need to appropriately respond to threats and violent acts including armed intruder incidents.  

Screen 2 Title:  Course Objectives

Narrator:  You’ll know how to do this by participating in some scenarios & simulations, answering some questions, viewing a video, and by locating the workplace violence policy.   You’ll also receive information about the Employee Assistance Program in the event you, or a family member, require these services.  In order to receive credit for this course, you will be completing a knowledge check quiz before exiting the course.
To review what you will be able to do by completing this course, simply click the button toward the top of the screen.  You’ll also notice a “Next” button in the lower right corner of the screen.  Use this to button advance the screen. 

For the next 60 minutes, this course is all about protecting our organization’s number one asset – YOU! Let’s get started. 

Clickable button to display text:
· Recognize and report potential or actual workplace threats.

· Identify the warning signs of workplace threats.

· Choose appropriate actions in given workplace threat scenarios.
· Select appropriate actions when encountering an armed intruder in given scenarios.
· Review workplace violence policy and employee assistance resources.
TOPIC #1 WORKPLACE THREATS
Screen 3 Title:  Policy

Display policy text

Narrator:  Our Workplace Violence policy states:  Workplace violence is a spectrum of behaviors, including overt acts of violence; verbal or written threats of violence and other conduct that generates a reasonable concern for the physical safety of employees and others such as customers, clients, and business associates.  It can also include conduct that causes damage to the organization’s or others’ property.
Screen 4 Title:  Workplace Threats

Narrator:  Workplace violence can happen on-site; during work-related travel; at a work-sponsored event; or during other work-related activities, such as a sales event or client meeting.  Violence and threats can occur at the hands of a current or former employee, independent contractor, or temporary worker; a past, current, or prospective client or customer; a family member or partner of an employee; a vendor or someone providing professional services to an organization; or even a person with no connection with the organization, whatsoever. The victim or target can be anyone, so long as a connection to the workplace exists.  
Display graphics as narration proceeds with bulleted text to summarize.
Where
Who
On-site
current or former employee

Work-related travel
independent contractor

Work-sponsored event
temporary worker

Other work-related activities
past, current, or prospective client

(e.g. sales event, or client mtg)
family member or partner

References:  Coventry eLearning Course; Coventry Workplace Violence Policy
Screen 5 Title:  Warning Signs

Narrator:  Something to keep in mind with Incidents of workplace violence is that they are rarely spontaneous.  There are usually warning signs, clear indications that something is wrong.  Take a moment to explore these different types of warning signs.

Click-button exercise (buttons remain visible and text displays as each button is clicked):

· Emotional:  A person might develop mood swings or be prone to emotional outbursts.  They may become irritable or defensive or over react to comments or criticism.  They might withdraw from social interactions with coworkers.

· Verbal:  A person may frequently complain or blame others for problems.  They might get paranoid, thinking that someone is “out to get them.”  They may even make comments about revenge or refer to other incidents of workplace violence.

· Behavior:  There may be increases in tardiness, absences, and unexplained disappearances during the work day.  Or you might see a dramatic change in their personal appearance or grooming habits.

· Other:  Other warning signs include decreases in initiative, productivity, or work quality.  A person may become careless, reckless or have more accidents.

Reference: http://www.youtube.com/watch?v=mb2vCBEyuqs

Screen 6 Title:  What it isn’t…

Narrator:  While these are some examples of warning signs, please don’t jump to conclusions.  You don’t want to confuse someone just blowing off steam for a warning sign of potential violence.  You need to take behavior in context.  Sometimes people just have bad days.  Workplace violence is not occasional comments of a socially acceptable nature.  Socially acceptable comments could include references to:

Display graphics and text as narration proceeds:

· legitimate sporting activities

· popular entertainment

· current events

Display graphic of two coworkers with conversation bubble “Wow, I saw this really great movie last night where a guy was chasing people with a chain saw – it was so cool!” 
Reference:  Coventry eLearning Course
Screen 7 Title:  What it is…

Narrator:  In order to be considered workplace violence, the behavior must be personally offensive, threatening, or intimidating and cause someone to reasonably fear for their safety, or cause damage to property. 
Display text as narration proceeds:

· be personally offensive, threatening, or intimidating and cause someone to reasonably fear for their safety or the safety of others; OR
· cause damage to property.
Screen 8 Title:  Workplace Threats Review
Narrator:  Let’s quickly review some of the warning signs to make sure you remember what to look for; keeping in mind that you are looking for warning signs only.  Select the behaviors listed on the screen that are warning signs of workplace threats (learners receive a graphic indicator for incorrect and correct choices:

· A person may become irritable or defensive or over react to comments or criticism. (incorrect)

· There may be increases in tardiness, absences, and unexplained disappearances during the work day. (incorrect)

· A person may become careless, reckless, or have more accidents.

· Any of these could be warning signs with the potential to escalate to violence. (correct)

Screen 9 Title:  Reporting
Narrator:  You now have an idea about what workplace violence is and how to identify it, but you may be wondering:
Display text with graphic:

· When do I report the behavior?  And,

· Who should be notified? 
Screen 10 Title:  Violent Behavior

Narrator:  As you know, you need to take behavior in context when determining whether or not to report it.  Keep in mind that violence in the workplace typically follows a pattern of escalation.  A pattern of escalation is an increase in the seriousness of a situation or behavior.   Look for multiple warning signs - repeated behavior or escalation and contact human resources immediately!
Display text as narration proceeds

Pattern of Escalation.  Escalation is an increase in the seriousness of a situation or behavior. 
Display Graphic #1 Worried Employee with thought bubble text:  “Fred keeps throwing things in his workspace.  Last week it was file folders, yesterday it was a stapler, and today it was his chair.  I don’t know what to expect next!” 
Display text with narration:  Look for multiple warning signs - repeated behavior or escalation. Contact human resources immediately!
Narrator:  Most violent incidents follow a pattern of escalation.  It usually begins with an argument between coworkers which progresses to insults, threats, intimidation, and verbal challenges.  The argument then develops into a pushing match or other physical contact.  Frequently the victim will provoke an attack.  When there is physical contact or property damage, ALWAYS call 9-1-1 before taking any other action.
Display Graphic #2 Pushing/Shoving Coworkers.  
Narrator:  The argument then develops into a pushing match or other physical contact.  Frequently the victim will provoke an attack. 
Display Text:  When there is physical contact or property damage, 
ALWAYS call 9-1-1 before taking any other action.

Screen 11 Title:  Take Action

Display text with narration:  The guidelines listed on this screen will help you determine when and how to report incidents for the future:

Contact Human Resources to report inappropriate behavior

Call 9-1-1 before taking any other action for any situation or circumstance, either internal or external to the organization, constituting a risk for workplace violence – meaning harm to a person or property.

Don’t be embarrassed and don’t wait for someone else to do it.  Use your best judgment, and remember:  If you see something, say something!
Display Text with narration:   If you see something, say something!
Screen  12 Title:  Components

Narrator:  Now that you understand the warning signs of workplace threats, how to identify violent behavior, and when to report it, it is important to recognize that in order for workplace violence to occur, there are three components that must be present.  
Graphic with components: Individual, Trigger, Access which display as narration proceeds.

· Individual (display bulleted text):  The first and most important component of workplace violence is the individual who takes violent action.  This type of individual can be quite varied.  They can be an employee or friend of an employee, an unknown intruder, or even a customer.
· Trigger:  For workplace violence to take place, there must also be a stimulus or triggering condition that leads the individual to see violence as a solution.
· Access (display bulleted text):  For a violent individual to take action, they need to have access to the workplace. This can be through unlocked doors or windows, through a door that has been propped open, or as simple as piggybacking through a secured door.
Narrator:  In reality, we may not know who is violent or what triggers them, but we can protect ourselves, our coworkers, and our environment by preventing unauthorized people access to our sites as well as wearing your badge for others to see.  The rule here is:  If you don’t see a badge, don’t let them into the building.

Display bolded text on screen:  If you don’t see a badge, don’t let them in!
Reference:  Coventry eLearning Course
Narrator:  To provide you some practice with protecting access to our sites, you’ll be presented with a scenario where your choices about badges will determine the outcome of the situation.  Keep in mind what you have learned so far and do your best in answering the questions.  The goal is to keep us safe! 

Reference:  Coventry Workplace Violence Policy
Screen 13 Title:  Badge Scenario #1- Part 1 (text only)
Setting:  An employee (person) is approaching an office building.  
Narrator:  To provide you some practice with protecting access to our sites, you are presented with a scenario where your choices about badges will determine the outcome of the situation.  There will be no audio during this scenario, so please read each screen carefully.  Keep in mind what you have learned so far and do your best in answering the questions.  Remember – the better your choices, the safer we are!
The caption reads (: This week we received an email communication discouraging piggy-backing, but I’m a polite person and always try to hold the door when someone is entering the building behind me.  Wouldn’t you know it, today there is a person right behind me ready to enter the building at the same time.   I don’t know this person, what should I do?
· Choice #1a Text:  Let them in so they can be checked in.

· Display Text:  You are letting an unidentified, and, potentially violent, person in the building.  This action has placed you, your coworkers, and the organization at risk for workplace violence.  Please “Ask to see their badge.”
Screens 14-15 Title:  Badge Scenario #1-Part 1 (continued)

· Choice #1b Text:  Ask to see their badge.

· Challenge #1A Text:  Okay.  I have asked to see their badge, but they don’t have one.  What should I do now?
· Choice #1aa Text:  Politely offer assistance.

· Display Text:  This is a good choice!  Remember – in order for a workplace threat to occur, a violent person needs to have access to the building.  In this scenario you don’t know whether or not the person is violent so assisting them is the right thing to do.  However, if the person is threatening or you feel uncomfortable in any way, contacting someone for assistance is also a good choice.
· Choice #1bb Text:  Contact Security. 
· Display Text:  If the person is threatening or you feel uncomfortable in any way, it would be appropriate to contact the proper site authorities for assistance.  However, if you are comfortable offering assistance, this is also a good choice.  Should the person be a visitor, please escort them to the proper area.
Screen 16 Title:  Badge Scenario #1-Part 2
Challenge #2 – Display Text:   Now I have a better understanding of what to do if a person I don’t know and doesn’t have a badge, tries to enter my site.  But, what if the person is someone I recognize as an employee, and I don’t see a badge?  What should I do?
· Choice #2a Text:  Let them in anyway.

· Display Text:  Everyone is responsible to wear their badge so that it is visible at all times for everyone’s safety.  Please “Ask to see their badge”.
· Choice #2b Text:  Ask to see their badge.

Screens 17-18 Title:  Badge Scenario #1-Part 2 (continued)
· Challenge #2A Text:  I have asked to see their badge and they don’t have it with them.  What should I do now?
· Choice #2aa Text:  Let them in anyway.

· Display Text:  Are you sure this is the right choice?  Please try again.
· Choice #2bb:  Ask to see their badge.

· Display Text:  Exactly - this is the right choice!  All employees should have their badge prominently displayed for everyone’s safety.  If you don’t see their badge, ask to see it.  If they don’t have their badge with them, escort them to their desk or to the appropriate department for a temporary badge.
Screen 19 Title:  Review

Narrator:  Let’s pause here and review what you have learned so far about workplace threats. First, there are three components that must be present in order for workplace violence to occur:  A violent person, access to a building, and a trigger.

Next, every employee must wear a badge at all times and it must be visible to others.  If you don’t see a badge, ask to see it.  And, if an employee doesn’t have their badge with them, escort them to their desk or to the appropriate badge access department.

And, call 9-1-1 if someone is in danger of physical injury or death; when there is a potential for serious property damage; when there is a life-threatening medical emergency; and for any situation where it is deemed an emergency response is needed.  Oh, and if you ever wonder about whether or not to report inappropriate behavior, don’t be embarrassed or think someone else will report it, if you see something  – say something!
Screen 20 Title: Employee Conflict Scenario #2
Narrator:  Because it is critical that you know what to do should you encounter workplace violence, we present you with a second scenario.  This time, you will see how the priority of our actions is critical to our safety.  Read through the scenario and think about what actions you would take as well as what you would do first.  Then, review the appropriate actions by clicking each button.
Workplace Threat Scenario #2 (text only):  Setting – Office  site lobby with a receptionist.  The caption reads (:  As the front lobby receptionist I take pride in knowing everyone at our  site.  Today Cara, one of our employees, is in the front parking lot arguing with her boyfriend who I recently met.  The argument seems pretty heated and I see that it is not calming down.  Suddenly Cara punches her boyfriend in the face and he punches her back.  They are both injured and Cara is running to enter the building with her boyfriend close behind.  Match the action on the left with the appropriate priority number on the right based on what has occurred.
Clickable Activity 
1. Call 911.

· Display text when correctly matched:  if there is any physical contact during an argument, call 9-1-1 first before anything else!
2. Alert onsite Security personnel (or other appropriate authorities such as Human Resources if your site doesn’t have security personnel)
· Display text when correctly matched:  if injuries are not life-threatening, this is the correct next step.  If injuries are life-threatening please assist prior to contact on site personnel.
3. Report the incident to Human Resources.

· Display text when correctly matched:  After calling 9-1-1, notify on site authorities and offering medical assistance if injuries are life threatening, and then notify Human Resources.
Screen 21 Title: Take Action

Narrator:  All threatening situations will require good judgment on your part.  The scenarios in this course are intended to provide a foundation of understanding along with some guidelines to consider and do not include the variety of actions required for each unique situation.  Remember to:

· Contact Human Resources to report inappropriate behavior.
· Call 9-1-1 before taking any other action for any situation or circumstance, either internal or external to the organization, which constitutes a risk for workplace violence (this means harm to a person or property).
· Be aware of escalating behavior and if you see something – say something!
Display Text

· Contact Human Resources for inappropriate behavior.
· Always call 9-1-1 if physical contact or property damage is involved; AND, 

· If you see something – say something!
TOPIC #2 ARMED INTRUDER INCIDENTS

NOTE TO DEVELOPER:  Three separate Run-Hide-Fight simulations with text and narration are set in an office environment where participants choose which actions to take for the character displayed.  A thermometer (green, yellow, orange, red) indicator will be displayed as choices are made.   OPTION:  instead of thermometer, use “safety” shields, to earn or lose based on choices.  
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Screen Title:  Run

Simulation  #1:  RUN 
Screens 22-33
Narrator:  As you have learned, any threatening situation has the potential to escalate to more fatal events.  For the next portion of this course, you’ll learn what actions to take should you encounter an armed intruder by once again choosing your actions for different scenarios.  You’ll begin each scenario with a number of “life shields”.  Shields are earned or removed based on the choices you make.  The better your choices, the more shields and ultimately the more likely you are to preserve your life and the life of others.

Display Text: Run when an armed intruder is in your vicinity (reveal bulleted text as choices are made):  
· Display Question 1:  If there is a clear escape path, what should you do?
· Button #1 Text:  Stay where you are.  When button is clicked:
· Display Text:  Sorry that is not the best choice.  You did not earn a life shield.
· Button #2 Text:  Attempt to evacuate.  When button is clicked:
· Add Shield ( and Display Text:  That is the correct choice!  You have earned a life shield.
· Display first bullet:  If there is a clear escape path, attempt to evacuate.
· Display Question #2

· Question 2:  What should you do with your belongings?
Note:  information about taking purse/keys will be added to the job aid.
· Button #2a Text:  Take belongings. 
· Display text:  This is not the best choice. 
· Display second bullet:  Leave your belongings behind.
· Display Question #3

· Button #2b Text:  Leave belongings. 
· Add Shield ( and display text:  That is the correct choice! 

· Display second bullet:  Leave your belongings behind.
· Display Question #3

· Question 3:  There are other employees in the area, what should you do?
· Button #3a Text:  Ask others to join, and continue to path. 
·  Add Shield ( and display text: This is the correct choice!
· Display third bullet:  Evacuate whether others agree to or not.
· Display Question #4
· Button #3b Text:  Ignore others, and continue to path.
· Display text:  This is not the best choice.  You’re leaving others in jeopardy.  Ask them to join, but don’t force them.
· Display third bullet:  Evacuate whether others agree to or not.
· Display Question #4
· Question 4:  You remember that Mary has a broken foot, what should you do?
· Button #4a Text:  Continue to your escape path.
· Display text:  That is not the best choice. Help others escape if possible.  If this is not possible, when you are safe, let first responders know where Mary is located.
· Display fourth bullet:  Help others if possible
· Display Question #5
· Button #4b Text:  Assist Mary.
· Add Shield (and display text:  That is the correct choice!
· Display fourth bullet:  Help others escape if possible. 
· Display Question #5
· Question 5:  You see a person entering the building, what should you do?
· Button #5a Text:  Stop the them from entering 
· Add shield ( and display text:  That is the correct choice.  By letting them in the building, you would be putting their life in jeopardy.
· Display fifth bullet: Prevent others from entering the building. 
· Note to developer:  Display appropriate text based on the number of shields earned and the level of safety to contact 9-1-1.  Offer learners the option of reattempting the simulation to make different choices.
· Button #5b Text:  Allow them to enter but warn them
· Display text:  This is not the best choice.  You are putting this person in jeopardy.  Stop them from entering the building.
· Display fifth bullet: Prevent others from entering the building.
· Note to developer:  Display appropriate text based on the number of shields earned and the level of safety to contact 9-1-1.  Offer learners the option of reattempting the simulation to make different choices.  
Simulation #2:  HIDE

Screens 34-43 
Narrator:  You have done a great job using an escape path to run away from an armed intruder, but what if an escape path is not possible?  In the next simulation, you will learn that hiding is the next best option when encountering an armed intruder and you’ll discover what you can do to protect yourself by making choices based on questions presented.  Once again, read each screen carefully and make the best choices to earn “life shields.”
Display Text:  If evacuation is not possible, find a place to hide (reveal bulleted text as choices are made).
· Display Question 1:  If you can’t escape, where should you hide?
· Button #1a Text:  In an office with a door. 
· Add Shield ( and display text:  Both are good choices! 
· Display first bullet:  Your hiding place should be:

· Out of the shooter’s view.

· Provide protection from shots fired.
· Not trap or restrict your options for movement.

· Display Question #2

· Button #1b Text:  Under a desk.

· Add Shield ( and display text:  Both are good choices!  
· Display first bullet:  Your hiding place should be:

· Out of the shooter’s view.

· Provide protection from shots fired.

· Not trap or restrict your options for movement.
· Display Question #2

· Question 2:  If you are hiding in an office with a door, what should you do?
· Button #2a Text:  Lock or block the door 

· Add Shield ( and display text:  That is the correct choice!   Lock the door if possible, but if that is not possible, try to find something to block the door. 
· Display second bullet:  Lock and/or blockade the door.

· Display Question #3
· Button #2b Text:  Leave the door ajar for others to join you
· Display text:  Sorry, that is not the best choice.  Lock the door if possible, but if that is not possible, try to find something to block the door.
· Display second bullet:  Lock and/or blockade the door.

· Display Question #3
· Question 3:  You have your cell phone, what should you do with it?
· Button #3a Text:  Leave your ringer on.

· Display text:  Sorry, that is not the best choice.  You must not draw attention to your location.  Remain very quiet and still.
· Display Question #4
· Button #3b Text:  Silence your cell phone. 
· Add Shield ( and display text:  that is the correct choice! 
· Display text:  Silence your phone. You must not draw attention to your location. Remain very quiet and still.
· Display third bullet:  Silence your cell phone.

· Display Question #4
· Question 4:  Which is an additional good hiding place?
· Button#4a Text:  Behind a curtain.

· Display text:  Sorry, that is not the best choice.  Although a curtain may hide you, it is not solid and provides minimal coverage. 
· Display fourth bullet:  Hide behind large objects.

· Note to developer:  Display appropriate text based on the number of shields earned and the level of safety to contact 9-1-1.  Offer learners the option of reattempting the simulation to make different choices.
· Button #4b Text:  Behind a large cabinet.

· Add Shield ( and display text:  That is the correct choice!  Anything you can hide behind that provides good cover is a good choice. 
· Display fourth bullet:  Hide behind large objects.

· Note to developer:  Display appropriate text based on the number of shields earned and the level of safety to contact 9-1-1.  Offer learners the option of reattempting the simulation to make different choices.
Scenario #3:  FIGHT
Screens 44-49
Narrator:  So far you have made safe choices when encountering an armed intruder and an escape path, and when there is a place to hide.  You also need to know what to do in case these options aren’t available to you.  In the next simulation, you learn that if there is no escape path, and there is no place to hide, you want to fight as a last resort, and only if your life is in danger.  Make safe choices once again. Your goal in this scenario is to attempt to incapacitate the shooter.
Display Text:  Fight as a last resort, and only if your life is in danger (reveal bulleted text as choices are made).
· Question 1:  What can you use to incapacitate the shooter?

· Button #1a Text:  Scissors 
· Add Shield ( and display text:  Both are good choices depending on the situation.  Improvise weapons.  Use heavy objects when possible.
· Display first bullet:  Attempt to incapacitate the shooter.
· Display Question #2
· Button #1b Text:  Potted Plant
· Add Shield ( and display text:  Both are good choices depending on the situation.  Improvise weapons.  Use heavy objects when possible.
· Display first bullet:  Attempt to incapacitate the shooter.
· Display Question #2
· Question 2:  What can you do to take action?
· Button #2a Text:  Push, Hit, Scratch, Kick 
· Add Shield ( and display text:  Yes - good choice!  It is better to act with physical aggression.  Whatever you choose to do, commit to your actions and do what you can to get away!
· Display second bullet:  Act with physical aggression
· Note to developer:  Display appropriate text based on the number of shields earned and the level of safety to contact 9-1-1.  Offer learners the option of reattempting the simulation to make different choices.
· Button #2b Text:  Try to reason with the shooter.
· Display text:  Sorry, that is not the best choice.  It is best to act with physical aggression.
· Display second bullet:  Act with physical aggression
· Note to developer:  Display appropriate text based on the number of shields earned and the level of safety to contact 9-1-1.  Offer learners the option of reattempting the simulation to make different choices.
Screen 50 Title:  Law Enforcement Protocol
Narrator:  Now that you have participated in Run-Hide-Fight scenarios making safe choices, it is also important that you know what to do when law enforcement officials arrive on the scene. 

After calling 9-1-1: Law enforcement will arrive at your site.  Click each of these items on this screen to learn the critical actions you must take to assist them in apprehending the intruder and keeping everyone safe.
Mouse roll-over activity (Use clickable buttons for the bolded words below, revealing the entire sentence as the mouse rolls over the word)
· 911: When law enforcement arrives.
· Remain calm and follow instructions.

· Keep your hands visible at all times.

· Avoid pointing or yelling.

· Know that help for the injured is on its way.
Screen 51 Title:  Video

Narrator:  By participating in these scenarios, you have learned that when at all possible, find a clear path and run away from an armed intruder.  If this is not possible, hide; and as a last resort, fight!   Take a few minutes now to see these steps in action.
Armed intruder Video embedded on screen: http://www.readyhoustontx.gov/videos.html
TOPIC #3 RESOURCES
Screen 51 Title:  Resources

Narrator:  A number of resources are listed here for your review and use.  All employees are responsible for knowing and following the organization’s policies, including Workplace Violence, badge, weapons, and domestic violence policies.  You are encouraged to print the Workplace Violence job aid for future reference.  And, there are Employee Assistance resources available to you and your eligible family members at no cost.  Explore these resources by clicking each of the graphics on the screen before continuing to the knowledge check quiz.
Clickable Buttons (hyperlinked to information location):

Workplace Policy
Quick Reference
EAP Service
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Badge
Warning Signs
Counseling
Weapons
Reporting
Work/Life

Domestic Violence
Run – Hide – Fight
Life Coaching



Legal
Screens 53-63 Knowledge Check Questions
Screen 64 Title:  Next Steps

Narrator:  On behalf of our leaders, thank you for participating in this course.  Within the next week you will receive an email from the SABA system with a link to a satisfactions survey.  We look forward to hearing about your experience with this course.  You may now exit the course.


	Project Milestones
(Dates are dependent on video and audio capability for all employees.)
	 Milestone

End Date

Responsible
Course Development

Draft Design Document

5/9/13
S. Nabonne
Write/provide client interaction scenarios and topic information 

5/23/13
B. Shore
Complete final design document

5/31/13
S. Nabonne
Approve final design document

5/31/13
B. Shore; K. Frey
Complete first draft of course development
6/14/13
S. Nabonne
Review first draft of course development and provide feedback
6/19/13
K. Frey
Revise course as needed
6/21/13
S. Nabonne
Final review and sign off
6/28/13
B. Shore ; K. Frey
Enter course in SABA
7/1/13
S. Nabonne
HR leader review
7/5/13
TBD
HR pilot testing
7/12/13
TBD
Course ready to be assigned to employees in SABA and launch course
7/15/13
S. Kuroski; M. Moorehead



	Design Document Sign Off

	The Design Document as written meets the specific learning needs requested.  I approve moving forward with developing solution deliverables.

	Business Approver
	Name:                                                                   Date:

	Center Approver
	Name:                                                                   Date:


