Research Questions for Supervisors

Workplace Violence Online Course
Your Name:





Your Manager’s Name:
Date completed:
Directions for Supervisors: Answer the questions below to verify that you have completed the course. You may print it out and write in your answers. Or complete the form as a Word document and save the file on your computer. (To type on the document without changing the format, use your keyboard’s “insert” key as you make your entries.) After your manager checks your answers and signs the form, your manager will send a copy to HR for your personnel file.

Directions for Managers: When you receive this completed form from your supervisor, check the answers for accuracy. If you are unsure of the correct answers, e-mail DHHS.HR.division@ncmail.net and you will be directed to the online answer sheet. You may also call the main Human Resource office at 919-733-2940 with questions.

If the supervisor completed all of the questions correctly, be sure to record the supervisor’s completion of the course using your division or institution training reporting procedures. Sign and date the form on the signature line at the end of the form and send a copy to your HR office. If anyone else in your division or institution needs a copy, make sure that they get one (Training Coordinator or another Manager, for example). 

If the supervisor missed one or more questions, it is up to you to make sure that the employee gets any help or review needed to fully understand the materials. You may be able to briefly explain the answer and feel that the employee understands. Or you may direct the employee to the course library at http://www.dhhs.state.nc.us/humanresources/violence/research_questions.html and have the supervisor review the materials, and try the question(s) again. If you need help explaining any concepts to the supervisor, contact your local Human Resource office for assistance. When corrected, note the completion/corrections on the form before sending it to HR for the supervisor’s personnel file.

Handling Traumatic Events

Imagine that you were the manager in the newspaper article, “Murder-Suicide at Local Work Site” that you just read. Then, go to the “Handling Traumatic Events” handbook and look for the answers to the following questions.

Question 1:






Which of the following is not one of the actions you should take following a tragedy at work?

a. Stay firmly in charge.PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
b. Ask for support from higher management.

c. Keep a “stiff upper lip” and advise everyone else to do the same. PRIVATE "TYPE=PICT;ALT=stalking or trying to scare or bully"
d. Share information with employees as soon as you have it.

Answer:  __
PRIVATE "TYPE=PICT;ALT=verbal or written comments that would frighten a reasonable person"
Question 2: 




In the article you read, there was no indication that the employee had reported any domestic fears to her employer. If you supervised an employee in a similar situation who came to talk to you about fears related to a past boyfriend, how would you handle this? Continue looking in the “Handling Traumatic Events” handbook for guidelines and then read the following true/false questions and fill in your answer.
· __ True or False? 

Find a private setting to talk to the troubled employee.

· __ True or False? 

If the employee gets upset and starts crying, politely end the conversation and tell her that you’ll talk to her later. 

· __ True or False? 

Give as much advice as you can, relating similar stories you may have experienced to illustrate the best way for her to handle the problem.

Question 3:





Going further in the Handbook, look at the “When Domestic Violence Comes to Work” section to answer the following question.

You can help an employee who has told you about some domestic violence problems by doing which one of the following:

a. Tell the employee how to handle the situation based on your personal opinions. PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
b. If recommended by a qualified advisor, move the employee to a more secure location.

c. Reduce the employee’s workload and limit contact with other employees.PRIVATE "TYPE=PICT;ALT=stalking or trying to scare or bully"
d. Keep the employee’s situation completely confidential, never revealing any potential danger to others in the workplace.

Answer:  __
Imagine that you were a supervisor in the office where the 3 employees were killed in the newspaper article “Fired Employee Opens Fire” that you just read. Then, go back to the “Handling Traumatic Events” handbook and look for the answers to the following questions about handling the employees who are recovering from the deaths of their co-workers.
Question 4: 




· __ True or False? 

Try to be a role model for others by showing that you are actively grieving but still able to function effectively.

· __ True or False? 

Do not share complete information about the tragedy with the grieving employees. This may upset them even further.

Question 5:






To help your employees cope with the extreme stress that this type of tragedy would cause, which of the following coping tips should you not recommend?

e. Talk about their feelings with others in the same situation. PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
f. Limit their hobbies and other leisure activities until they get through the grief process. PRIVATE "TYPE=PICT;ALT=stalking or trying to scare or bully"
g. Helping others cope with the tragedy may help them feel better also.

h. They should seek professional counseling if other steps do not seem to work.

PRIVATE "TYPE=PICT;ALT=verbal or written comments that would frighten a reasonable person"
Answer:  __
Imagine that you were a supervisor in a similar situation to the one described in the newspaper article “Nurse’s Night Trauma” that you just read. Then, go back to the “Handling Traumatic Events” handbook and look for the answers to the following questions about helping an employee recover from an assault.
Question 6: 




Which of the following might not be an appropriate step to take in helping the employee recover?
a. Encourage co-workers to contact the employee with well wishes. PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
b. Get the employee back to work as soon as possible, advising her to jump back in doing exactly what she did before and try not to think about or talk about it, so she can forget the incident. PRIVATE "TYPE=PICT;ALT=stalking or trying to scare or bully"
c. Professional counseling may be necessary, possibly even much later after the actual event.

d. Be flexible planning the employee’s return to work, possibly changing her schedule or duties for awhile to help her ease back into her regular routine.

PRIVATE "TYPE=PICT;ALT=verbal or written comments that would frighten a reasonable person"
Answer:  __
Dealing with Stress

Question 7:






Some workers in a work unit get “burned out” while others seem to be able to handle the same amount of work-related stress. Which of the following explanations are not likely to be a factor in this situation:

a. Those that get “burned out” are often undergoing numerous personal life stressors at the same time (such as dealing with an aging parent or divorce).  PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
b. Some people just have a better “outlook on life” and personal coping strategies that help them put work stressors in perspective. PRIVATE "TYPE=PICT;ALT=stalking or trying to scare or bully"
c. Those who get “burned out” tend to not take breaks, work through lunch, and try to “wear too many hats” on a day-to-day basis.

d. The people who seem better able to handle stress isolate themselves and work alone.

PRIVATE "TYPE=PICT;ALT=verbal or written comments that would frighten a reasonable person"
Answer:  __
Question 8: 




To cope with overstressed workers in an organization, the following three components are recommended:

a. Organizational Change + Stress Management = Healthy Workplace PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
b. Job Change + Stress Management = Healthy Workplace PRIVATE "TYPE=PICT;ALT=stalking or trying to scare or bully"
c. Management Change + Stress Management = Healthy Workplace

Answer:  __
Dealing with Low Morale

Question 9: 




Match the components of boosting morale with the definitions below:

a. Social Acceptance

b. Esteem

c. Self-Actualization

1. ___ = Feeling accepted as a contributing member of a team.

2. ___ = Continuing to learn and grow in personal development. 

3. ___ = Needing the respect of their coworkers and supervisors.

Question 10: 




From the article on myths (untruths) about employee morale, mark the following true or false. 

· __ True or False? 

Improving employee morale is expensive – i.e., higher pay, costly incentive programs.

· __ True or False? 

People want more responsibility -- trying new things, feeling skillful, and experiencing personal satisfaction with higher levels of achievement – even without more money.
Mental Health Issues

Question 11: 




Exploring the question, “How can I tell if someone is mentally ill?” mark the following statements true or false:
· __ True or False? 

If you notice any employee showing any of the warning signs listed in the article for even a day or two, immediately refer them to counseling.

· __ True or False? 

An employee who is acting very differently from his or her usual personality over an extended period of time – from quiet and calm to loud and agitated, or from energetic and enthusiastic to extremely lifeless – is a good indication of possible problems.

Question 12: 




Exploring the question, “How can I approach an employee about their mental illness?” mark the following statement true or false:
· __ True or False? 

Focus your discussion on the job performance issues and offer your help in referrals rather than trying to diagnose the problem or doing any “counseling.” 

Question 13: 




Exploring the question of prevention, which of the following policies are recommended to make the workplace one that promotes good mental health and good work/life balance:

a. Allow employees to bring their children to work when child care is unavailable or the child is sick. PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
b. Eliminate overtime as an option. PRIVATE "TYPE=PICT;ALT=stalking or trying to scare or bully"
c. Make alternative work arrangements such as flex-time or telecommuting (working from home at times) more widely available within the organization. 
Answer:  __

Question 14: 




Using the Fact Sheets reference, select the correct statistic below:

a. 1 in 10 employees experience depression.PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
b. 1 in 20 employees experience depression.PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
c. 1 in 50 employees experience depression.PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
PRIVATE "TYPE=PICT;ALT=stalking or trying to scare or bully"
Answer:  __
Question 15: 




Using the “Mental Health at Work” reference, mark the following true or false:

· __ True or False? 

If one of your employees is in treatment for mental health problems, it is a good idea to “make allowances” in the area of work expectations and not give feedback if the employee under-performing.

· __ True or False? 

If an employee is having a mental health crisis at work, try to contact someone that the employee wants you to contact. 
Legal Issues

Question 16: 




Which of the following steps are NOT part of your responsibility to take reasonable steps to protect the life, safety, and health of your employees:
a. Contact your Crisis Management Team for help if you believe that an employee may become violent during a dismissal hearing or conference.
b. Complete a criminal background check on all job applicants.

c. Take appropriate disciplinary action when an employee becomes violent or overly aggressive. PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
d. Check all references of job applicants.PRIVATE "TYPE=PICT;ALT=makes you feel scared or very uncomfortable"
PRIVATE "TYPE=PICT;ALT=stalking or trying to scare or bully"
Answer:  __
My follow-up staff meeting is scheduled for: _______________________

Video reserved: 
___yes 
___no

Manager’s Signature: __________________________
Date Reviewed: __________







