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PREFACE 

Understanding Your Training Package 

Your Velsoft training package contains the following items: 
o Instructor Guide: Contains all textbook information plus this preface, icebreakers,

activities, delivery tips, and more!
o Student Manual: Contains textbook information as well as areas to take notes. Each

manual also includes an evaluation form, action plan, and recommended reading
list.

o Handouts: Contains pre- and post-class answer keys as well as any additional
information or activity resources.

o Pre-Assignment: Task for participants to complete before the workshop to get them
thinking about the learning that will take place.

o PowerPoint Slides: PowerPoint presentation highlighting talking points in the
course.

o Quick Reference Guide: Two-page cheat sheet of tips and facts covered in the
course.

o Outline: Word document that outlines the overview and objectives of the course
and summarizes each session to be covered.

o Advertorial: Pre-made flyer that you can customize and distribute.

Look what you get! 

Fully customizable Word and PowerPoint files! 

Instructor Guide PowerPoint Slides

Student Manual Quick Reference Guide

Handouts Outline

Pre-assignment Advertorial
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Preparing for Training 

To begin, read through this Instructor Guide. This is intended to be a guide and not a bible! Be 
guided by your experience, the needs of the participants, and your own common sense, as well 
as the information in here. Most of the suggestions and all of the information have been 
developed through research and hands-on, classroom experience, but you will want to 
customize the material for your particular audience. 

Practice writing on flip chart paper before the workshop. You may want to draw lines on the 
paper (lightly, in pencil) to help you. As well, many of the flip charts suggested in this course can 
be prepared ahead of time. The first page should be set up like this: 

o Name of Workshop
o Facilitated by < Your Name>
o Your Organization’s Name

For an extra touch, include sheets with the words Courtesy, Participation, and Confidentiality 
written on them and post them around the room. You might also want to add the words 
Exercises, Role Play, Learning, and Fun. 

Have an emergency kit ready with the following items: 
o Extra markers
o Tape and sticky putty
o Adhesive bandages
o An extension cord
o Safety pins
o Tissues
o A bottle of water
o A fuzzy toy (which can be used for many activities and to spice up any lecture)

Arrive at least one hour before the start of the session to ensure that: 
o Signs are placed directing trainees to your room.
o The classroom is set up as desired.
o You know where washrooms, break facilities, smoking areas, and fire exits are

located.
o You have all necessary resources for the day.
o Materials for the morning are laid out, particularly for the icebreaker.
o Pens, sticky notes, and scrap paper are placed at every table.
o If you are using a laptop, it should be connected to the projector and both items

should be turned on.
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Our Top 10 Training Tips 

Although we will provide advice throughout the workshop, there are a few tips that we think 
every trainer should know. 

1. I always shake hands with each participant and introduce myself as they come into the
classroom. I find that it breaks the ice and sets the type of friendly atmosphere that is
conducive to learning.

2. I always practice before the big day, even if I have delivered the course beforehand.
3. Bring extra activities with you. I have a list of children’s games that I’ve adjusted for

adults.
4. Always have a backup plan! For example, if you plan to use PowerPoint slides, make

sure you have a copy of the Instructor Guide, which includes the information to be
covered.

5. I like to print my instructor guide and place it in a three-ring binder. I put any
customized information in here, plus during the workshop I make notes about what
worked and what didn’t. This will be a resource that you can build on in the future too!

6. Things will go wrong during your workshop. If you are well prepared and confident, you
should be able to resolve most situations quickly and easily. Try not to let participants
see you stressed!

7. Involve participants as much as you can. Have them help you set the agenda, guide
activities (by passing out or collecting forms, for example), lead discussions, and
improve the course. The more participants put into it, the more they will get out of it.

8. Be ready to learn. I have not yet taught a workshop where I didn’t learn something.
Challenge yourself!

9. Tie everything back to the workplace. It’s no good knowing information unless
participants know how to use it.

10. And finally… don’t be afraid to have fun! I always bring a few fuzzy toys with me. I use
them as a speaking hat during discussions – whoever is speaking has the toy. Plus, it
sparks creativity and keeps participants interested.
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Materials Required 

o Flip chart paper
o Markers
o Soft ball or object
o One Feelings card per participant (Day One Icebreaker)
o One Role Play card per two participants (Session Four)
o Large bag of jelly beans and paper cups or baggies (Day Two Energizer)
o Several rolls of toilet tissue (Day Two Re-Connect)
o One Colors card per participant (Session Fourteen)
o Small box (Session Fourteen)
o Package of sticky notes (Session Fifteen)
o Materials for building an alien ship, such as markers, cardboard, boxes, tape, etc.

(Day Three Re-Connect)
o One Alien Architect card per participant (Day Three Re-Connect)
o One Secret Identity sheet per participant and string or yarn (Day Three Energizer)

Related Courses Coming soon: 

o Bullying in the Workplace
o Communication Strategies
o Conflict Resolution – Getting Along in the Workplace
o Crisis Management
o Employee Dispute Resolution – Mediation through Peer Review
o Problem Solving and Decision Making
o Safety in the Workplace
o Workplace Harassment – What It Is and What To Do About It
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AGENDA: DAY ONE 

8:30-8:45 Icebreaker: I’ve Got a Feeling 

8:45-9:00 Session One: Course Overview 

9:00-9:15 Session Two: What is Workplace Violence? 

9:15-9:30 Session Three: Understanding the Behavior Wheel 

9:30-11:00 Session Four: The Anger Management Process 

11:00-11:45 Session Five: Communicating Better 

11:45-12:00 Morning Wrap-Up 

12:00-1:00 Lunch 

1:00-1:15 Energizer: Wavy Lines 

1:15-3:30 Session Six: Basic Problem Solving Tools 

3:30-4:15 Session Seven: Other Ways of Managing Anger 

4:15-4:30 Day One Wrap-Up 
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Session One: Course Overview 

(8:45-9:00) 

Setting the Stage 

Introductions 
Introduce yourself. Establish credibility by giving examples of training experience, and your own 
experiences with today’s topic, including some war stories if you have them. 

Give the participants a chance to introduce themselves to you. You will probably want to know 
their name, their department, their position title, and what their interest is in today’s topic. 

Ground Rules 
Ask participants for some ground rules that should be followed during the course. Record ideas 
on flip chart paper. After the activity, create a final version and post them where everyone can 
see. 

Some common ground rules include: 
o What we say in this room will stay in this room.
o We can disagree with one another and provide feedback as long as we do so

constructively and respectfully.
o We will all put on our listening hats when someone else is speaking.
o Everyone will participate to the extent that he or she feels comfortable. You get out

of a workshop what you put into it.
o We agree that this is the place to make mistakes and to learn.
o We agree to each be responsible for our own behavior.

Housekeeping Items 
Let participants know: 

o When the workshop will end
o When breaks and lunch will be
o Where they can find break and restroom facilities
o Where fire exits are and what will happen if there is an emergency
o What the building’s smoking policy is
o How you would like cell phones to be handled, although this should be agreed upon

by all participants
o What the classroom food and drink policy is
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Agenda Review 

Present the agenda as a handout, PowerPoint slide, or on flip chart. Review the topics and the 
timeline. 

Here is how our in-house trainer handles some common concerns. 

This looks like a lot of information. Will we be able to cover it all?  
Reassure participants that today’s timeline is indeed feasible. If issues arise, promise that you 
will involve participants in solving the problem, rather than cutting out topics or breaks 
autocratically. 

We’d rather spend more time on x rather than y. Is that possible? 
If it is at all possible, accept suggestions like these. For example, you may be able to move an 
activity (particularly discussion activities) from one topic to another. Make a few minutes 
before the session to prepare. 

I was expecting to discuss _______. Is it included in today’s course? 
If it is included, reassure participants and let them know when it will be covered. If it’s not 
included, suggest resources or provide additional information. If you don’t have the answers, 
promise participants that you will track the information down and get it to them as soon as 
possible. (Give a timeline if you can.) 

I didn’t realize that this course covered_______. Why is it included in today’s course? 
This can be a tough one! Usually, I briefly explain the connection and let participants know 
more information will be provided when the topic is covered. 

 2019, USBT Training Materials
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Course Overview 

Ask students to turn to Session One in their workbooks. Read the introduction below. 

Learning Objectives 

At the end of this workshop, you will be able to: 
o Describe what workplace violence is
o Identify some warning signs of violence
o Apply the cycle of anger
o Understand Albert Bandura’s behavior wheel and how it applies to anger
o Develop a seven-step process for managing your anger and others’ anger
o Apply better communication and problem solving skills, which will reduce frustration

and anger
o Develop some other ways of managing anger, including coping thoughts and

relaxation techniques
o Use the nine components of an organizational approach to managing anger,

including risk assessment processes
o Respond if a violent incident occurs in the workplace, on both an individual and

organizational level

Give participants a moment to write down their own learning objectives in their workbook. 

Action Plans and Evaluations 

Next, pass out evaluations and action plans. (Both of these items are in the Handouts folder and 
the Student Manual.) Ask participants to work on these throughout the day. They will also have 
a few minutes at the end of the workshop to finalize their ideas. 

 Workbook Material 

Violence of any sort has many roots. Sometimes there are warning signs of workplace 
violence, but this is not always the case. It is up to us to learn whatever we can to prevent, 
identify, and mitigate any threats, and this comprehensive workshop includes everything a 
workplace leader needs to get started. 
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Session Two: What is Workplace Violence? 

(9:00-9:15) 

Defining Violence 

The actual definition of workplace violence can depend on the company and the area where 
the company operates. For example, some states classify sexual harassment as workplace 
violence, while others don’t. Likewise, some organizations have separate workplace violence 
and sexual harassment policies. 

Typically, the definition of workplace violence encompasses: 
o Verbal abuse (such as yelling)
o Psychological or emotional abuse (such as name-calling or threats)
o Physical abuse (such as hitting or pushing)
o Sexual assault

It is important to remember that no matter what form violence takes, whether it’s yelling, 
threatening, or physical assault, it is essential that your organization have a policy to prevent 
and respond to such incidents. 

A crucial step in developing a workplace violence policy is determining just what workplace 
violence means to your organization, and therefore determining what your policy will cover. 

The Cycle of Violence 

In most cases, workplace violence is like a thunderstorm, building slowly before exploding. The 
process often begins with frustration. If the frustration isn’t alleviated, it often turns to anger. 
Then, that unaddressed anger becomes violence. 

Our goal for the first third of this workshop is to work on some tools that can help us interrupt 
the storm. Problem solving tools, communication strategies, anger management processes, and 
de-stress routines can all help alleviate anger and frustration, preventing the cycle from 
reaching the stage of violence. 

 Discussion Points

Ask the group: 
o What is workplace violence?
o What sort of behavior would they classify as workplace violence?

Let’s have a look 

at Session Two, it’s 

one of my favorites. 
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The Warning Signs 

There are many signs that may indicate that a person is on the path towards committing a 
violent act. These can include: 

o Threats (direct or indirect)
o Harassing or obscene phone calls
o Suicidal or homicidal threats or gestures
o Expressions of hopelessness, despair, belligerence, or defiance
o Talk of violent behavior or fantasies
o Frequent profanity
o Challenging or intimidating comments
o Paranoid thoughts or delusions
o Delusions in general
o Hallucinations (particularly those where the person feels that they are being

commanded)
o Signs or history of substance abuse
o Physical assault or intimidation of people or property
o Inappropriate use or possession of a weapon
o Obsessing with/stalking another person
o Easily upset, short-tempered, inappropriate emotions
o Sudden personality changes; from extroverted to introverted, or becoming very

withdrawn
o Deteriorating appearance (i.e. personal hygiene)
o Deep grudges and resentments
o Belief that everyone is out to get them
o Obsession with public acts of violence or violent figures
o Obsession with fairness and equality
o Frequent misinterpretation (i.e. sees disrespect and injustice everywhere)

Now, we’re not saying that if someone starts cursing a blue streak you should call in the cavalry. 
These signs can be present for all kinds of reasons, and are easy to see in retrospect, but you 
are trying to look ahead, not behind. If you notice that a co-worker’s behavior changes, their 
temperament seems different, or if someone pulls out a knife in the lunchroom, then action 
needs to be taken. Simply mention your concerns to your supervisor. They have the tools and 
the resources required to help the person and to keep your workplace safe. 
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AGENDA: DAY TWO 

8:30-8:45 Re-Connect: Toilet Paper Twister 

8:45-9:00 Session Eight: A Systems Approach 

9:00-9:15 Session Nine: Developing a Policy and Program 

9:15-11:00 Session Ten: Risk Assessment 

11:00-11:15 Session Eleven: Hiring Practices 

11:15-11:45 Session Twelve: Workplace Design 

11:45-12:00 Morning Wrap-Up 

12:00-1:00 Lunch 

1:00-1:15 Energizer: Jelly Bean War 

1:15-2:00 Session Thirteen: Workplace Practices and Procedures 

2:00-2:15 Break 

2:15-3:00 Session Fourteen: Security Systems and Personnel 

3:00-3:15 Session Fifteen: Training Programs 

3:15-4:00 Session Sixteen: Developing Emergency Response Plans 

4:00-4:15 Session Seventeen: Program Review 

4:15-4:30 Day Two Wrap-Up 
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Session Eight: A Systems Approach 

(8:45-9:00) 

Violence expert Norman Keith proposes a nine-stage plan to help organizations prevent 
workplace violence: 

1. Develop a violence prevention policy and program
2. Develop risk assessment processes and checklists
3. Maintain due diligence when hiring
4. Check workplace design
5. Review workplace practices and procedures
6. Check security systems and personnel
7. Implement worker training
8. Develop emergency response plans
9. Review and audit the program

 Discussion Points

Yesterday we looked at what you as an individual can do to help prevent workplace violence. 
Today, we are going to look at how an organization can plan to prevent workplace violence. 
We are going to walk through each component of the list below today. Tomorrow, we’ll look 
at how the organization should respond to a violent incident. 
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AGENDA: DAY THREE 

8:30-8:45 Re-Connect: Alien Architect 

8:45-9:00 Session Eighteen: Developing a Threat Response Process 

9:00-9:45 Session Nineteen: The Immediate Response 

9:45-10:00 Session Twenty: Consulting with the Experts 

10:00-10:15 Break 

10:15-10:45 Session Twenty-One: Gathering Additional Information 

10:45-11:00 Session Twenty-Two: Re-Evaluating Information 

11:00-11:50 Session Twenty-Three: Communicating Incidents and Threats 

11:50-12:00 Morning Wrap-Up 

12:00-1:00 Lunch 

1:00-1:15 Energizer: Secret Identity 

1:15-2:00 Session Twenty-Four: Interviewing Employees 

2:00-2:15 Break 

2:15-3:00 Session Twenty-Five: Risk Level Analysis 

3:00-3:15 Session Twenty-Six: Reviewing the Options 

3:15-3:30 Session Twenty-Seven: Analyzing the Impact 

3:30-4:00 Session Twenty-Eight: Incident Response Checklist 

4:00-4:15 Session Twenty-Nine: Process Application 

4:15-4:30 Workshop Wrap-Up 
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Session Eighteen: Developing a Threat Response Process 

(8:45-9:00) 

Introduction 

Drs. James Turner, Michael Gelles, and Chris Hatcher have spent decades managing, preventing, 
and responding to workplace violence. Their research has changed the way thousands of 
organizations respond to workplace violence and has saved hundreds of lives. 

Today we are going to walk through their 14-stage process of responding to a violent threat. 
Yesterday we emphasized how one size does not fit all when it comes to developing a violence 
prevention program and policy. The same goes for the violence response process; your 
organization should modify this process to reflect its policies and plans. However, today will 
give you a good framework to base your response process on. 

The 14 Stages 

Here is an overview of the 14 stages. 
1. Immediate response and investigation
2. Review of incident response and decisions with labor and threat assessment experts
3. Identification of further information needed
4. Review of security
5. Determine re-evaluation factors
6. Determine threatened individuals and develop action plan
7. Determine interviewing need
8. Determine who will conduct interview
9. Determine risk level and response
10. Review of investigation
11. Determine legal options (civil or criminal)
12. Co-ordinate on-site security responses
13. Co-ordinate off-site security responses
14. Track individuals impacted

The Threat Review Team 

A threat review team is key to these threat response stages. This team should be made up of 
people who have experience in assessing and managing workplace threats. Members should 
include human resource consultants, management, and security personnel. It is also wise to 
have experts in law and threat assessment available; these resources can be internal or 
external. You may also require additional experts depending on the situation and your specific 
organization.  

 2019, USBT Training Materials
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Workshop Wrap-Up 

(4:15-4:30) 

Take the last 15 minutes for a quick review and to answer any questions the class may have. 

In closing:  
o “Who overcomes by force hath overcome but half his foe.” (John Milton, author of

Paradise Lost)
o “It is clear that the way to heal society of its violence…and lack of love is to replace

the pyramid of domination with the circle of equality and respect.” (Manitonquat,
Native American storyteller and keeper of native lore)

o “I believe everybody in the world should have guns. Citizens should have bazookas
and rocket launchers too. I believe that all citizens should have their weapons of
choice. However, I also believe that only I should have the ammunition. Because
frankly, I wouldn’t trust the rest of the goobers with anything more dangerous than
string.” (Scott Adams, creator of Dilbert)

This is also a good time to help participants wrap up their action plans, collect evaluations, and 
to pass out certificates. 

 Trainer’s Tip 

If you haven’t provided students with the Student Manual, print out the Recommended 
Reading List handout and give it to participants as a bonus. 

Let’s jump to the end 

with the Workshop 

Wrap-Up. 
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