National Environmental Satellite, Data, and Information Service
Maintaining a Safe Working Environment

Maintaining a safe work environment for the National Environmental Satellite, Data, and Information
Service (NESDIS) employees is a top priority. NESDIS is committed to providing a work environment
for its employees and contractors that is free from violence, threats of violence, harassment, intimidation,
and other disruptive types of behavior. Violence against employees can occur in a variety of
circumstances and situations, including violence committed by disgruntled employees or former
employees; domestic violence that spills over into the workplace; or acts of violence initiated by agitated
or confused members of the public. Violence or potentially violent situations may arise from behaviors
that are intimidating, aggressive, or harassing. Some forms of intimidating, aggressive, or harassing
behavior are direct or indirect threats, hostile or demeaning remarks—whether oral or written—bullying,
profanity, obscene or inappropriate gestures, or explosive outbursts. All of these behaviors are
unacceptable in the workplace and will not be tolerated.

I encourage employees to familiarize themselves with the many resources we have at NOAA for
resolving conflict: the NOAA Alternative Dispute Resolution Program, the NOAA Office of Civil
Rights, the Employee Assistance Program, administrative and union grievance procedures, and a new
resource, RESPECT. RESPECT is a NESDIS pilot program for responding to complaints of workplace
violence and for preventing workplace violence. During normal business hours, a RESPECT response
coordinator, who is a trained employee relations specialist, can receive your phone calls and provide you
with advice regarding potential violence. The RESPECT response team, made up of representatives from
the NOAA Security Office, the Employee Assistance Program, the NOAA Civil Rights Office, and the
NOAA Alternative Dispute Resolution Program, may provide advice in their areas of expertise to the
RESPECT response coordinator.

Please do not ignore threatening, harassing, intimidating, or other disruptive behaviors. Employees
should:

e Report physical acts of violence or other situations of immediate danger to the Police (call 911)

e Report intimidating, harassing, or aggressive behaviors or threats to your supervisor. Supervisors
and managers are expected to conduct an inquiry and see that appropriate corrective actions are
taken to stop the behaviors. Work with your human resource advisor in carrying out all these
steps.

e Call RESPECT at 757-441-3838. The Response Coordinator at RESPECT will help you assess
the potential seriousness of a situation and will provide guidance and assistance in dealing with a
workplace situation involving intimidating, harassing, violent, or other disruptive behaviors.

I seek your cooperation in maintaining a safe, productive, pleasant, and respectful work environment for
everyone.
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NESDIS RESPECT ADVISORY COMMITTEE CHARTER

June 2009

Purpose

The National Environmental Satellite, Data, and Information Service (NESDIS) RESPECT Advisory
Committee is a specially-trained group whose purpose is to advise the Assistant Administrator
for Satellite and Information Services on matters pertaining to violence in the NESDIS
workplace.

Structure

The RESPECT Advisory Committee shall be made up of members from the RESPECT
Response Team. Core members of the Response Team are the Response Coordinator, the
NESDIS EEO & Diversity Manager, and one representative each from the NOAA Security
Office, the Alternative Dispute Resolution Program, and the Employee Assistance Program.
Auxiliary members to the Response Team may include the NOAA General Counsel’s Office, the
Civil Rights Office, and the Chief Information Office. The Assistant Administrator for Satellite
and Information Services shall appoint one of the NESDIS Office/Center Directors as Chair of
this Advisory Committee.

The Advisory Committee members shall serve for overlapping terms of three years. Members
may serve after the expiration of that member’s term until a successor has taken office. The
Response Coordinator shall be a permanent member by virtue of their position.

As necessary, standing and ad hoc subcommittees, composed of members of the parent
committee and others, may be established to perform specific functions to support the mission of
RESPECT. Upon approval by the Chair, the advice of the subcommittee shall be considered the
advice of RESPECT.

A quorum for the conduct of business by the full Committee shall consist of a majority of the
members. A quorum for the conduct of each subcommittee shall also consist of a majority of the
members.

Management and support services shall be provided by the Assistant Administrator for Satellite
and Information Services.

Function

The RESPECT Advisory Committee shall consult with, advise, and make recommendations to
the Assistant Administrator for Satellite and Information Services to (1) mitigate incidents of
violence in the workplace; (2) educate NESDIS staff about violence in the workplace; (3) resolve




instances of violence in the workplace in a safe and professional manner; and (4) restore the
affected workplace to a productive state. In carrying out these functions, the Advisory
Committee will:

1. Formulate and recommend policy for the signature of the Assistant Administrator for
Satellite and Information Services

2. Identify and recommend sufficient resources to build the infrastructure necessary to
address all aspects of violence in the workplace

3. Identify and recommend sufficient resources to educate the NESDIS community,
including employees, managers, supervisors, and contractors, about recognizing violent
or potentially violent situations and responding appropriately

4. Monitor and evaluate how RESPECT handles potential and actual acts of workplace
violence

5. Monitor and evaluate how the Response Team and the NESDIS community handle the
aftermath of a violent incident or the threat of workplace violence in an effort to restore
the workplace to a productive state

6. Serve as advisor to the Assistant Administrator for Satellite and Information Services on
all matters pertaining to violence

7. Oversee and assist workgroups and subcommittees as needed

8. Prepare and distribute statistical information on workplace violence

9. Maintain the RESPECT website

10. Document and evaluate RESPECT’s effectiveness

Meetings

Meetings shall be held approximately once each quarter. Meetings shall be open to the NESDIS
community, including employees, managers, supervisors, and contractors, unless deemed
otherwise by the Chair. The Response Coordinator shall serve as the Executive Secretary and
will prepare and distribute minutes of meetings. The minutes will be made available to the
NESDIS community.

Termination Date

RESPECT shall remain active at the discretion of the Assistant Administrator for Satellite and
Information Services.

Approved
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RESPECT in the NESDIS Workplace: A Coordinated Effort
Response Coordinator, Response Team, and Advisory Committee

The RESPECT Response Coordinator is the first point of contact for employees in the National
Environmental Satellite, Data, and Information Service (NESDIS) community who feel they are
experiencing a threatening situation that is not a crisis but, if permitted to continue without
intervention, may develop into a crisis. The Response Coordinator is a trained Employee and
Labor Relations Specialist who provides advice and organizes the administrative aspects of
responding to an incident.

The Response Coordinator will:

e Answer initial calls.

o Assess urgency and whether there is a need for Response Team intervention or
assistance. This includes answering questions, giving advice, making referrals as needed,
and determining timing for convening a group if necessary.

e Call an initial meeting of the Response Team members, notifying them of date, time, and
place.

« Keep Response Team/RESPECT members informed as appropriate.

e Ensure the Response Team responds appropriately after an incident.

e Follow up to ensure necessary steps, action, and closure.

e Serve as primary professional support to the RESPECT Advisory Committee
Chairperson.

e Serve as the initial contact point with organizations interested in the NESDIS response to
and prevention of violence.

The RESPECT Response Team consists of both Core and Auxiliary members. Core members
may include the NESDIS EEO and Diversity Manager, the Work Force Management
Office/NESDIS Employee & Labor Relations Specialist, the NOAA Alternative Dispute
Resolution Program, the Employee Assistance Program, and the Office of Security at NOAA.
Auxiliary members may be called to represent other areas such as the Office of Civil Rights,
Office of the General Counsel for Labor and Employment Law, and Office of the Chief
Information Officer. In addition, external (non-NOAA) individuals may be requested for certain
cases, such as investigators, forensic psychologists, and assessment experts.

The RESPECT Advisory Committee collaborates with the Response Coordinator. The Advisory
Committee develops and recommends policies, practices, and educational tools to prevent and
respond to workplace violence. The Advisory Committee prepares and distributes statistical
information on workplace violence, maintains the RESPECT website, and documents and
evaluates RESPECT’s effectiveness.

To contact RESPECT dial: 757-441-3838.

Hearing impaired or deaf callers should use their own State Relay Service when calling
757-441-3838.



Information about the RESPECT Program’s purpose, scope, and procedures can also be found at
the RESPECT website: http:// (site name to be determined).

To ask questions or share concerns regarding RESPECT or any topic relating to workplace
violence, please contact:

Rosemary Pettis, Pilot Program Coordinator; 301-713-0329
Gail Hamilton, RESPECT Response Coordinator: 757-441-3835
Linda Tarlow, Employee Relations Officer: 301-713-6352

Educating the NESDIS community, including employees, managers, supervisors, and
contractors, about RESPECT is a program priority. If you would like RESPECT to provide
more information to you, your office, or your team about its purpose, method of functioning,
response capabilities, services, and how to access those services, please contact Rosemary Pettis
at 301-713-0329 ext. 243 to arrange a presentation tailored to meet the needs of your group.






