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Workplace Violence

Policy:

__________ believes in the prevention of violence in the workplace and promotes a violence free working environment for all its employees. Any threat or act of violence committed by or against any employee or member of the public is unacceptable conduct that will not be tolerated. __________ will take all reasonable and practical measures to prevent and protect employees from acts of violence.  __________ will assess the workplace for violence on an ongoing basis and identify factors that contribute to workplace violence. 

This Policy applies to all employees of __________ and all activities that occur while on any of __________’ premises or while engaging in our work, related activities or our social events.

__________ is committed to:

1. Promoting a violence-free workplace;

2. Investigating reported incidents of workplace violence in an objective and timely manner;

3. Taking necessary action to respond to those incidents; and

4. Providing support for complainants.

Definitions:

Complainant: the person who files a formal complaint in writing pursuant to this Policy.

Employee: an individual in an employment relationship with __________.

Respondent: the individual against whom allegations that could constitute a violation of this Policy have been made.

Workplace: any place where business or work-related activities are conducted.  It includes, but is not limited to, the physical work premises, work-related social functions, work assignments outside __________’ work premises, work-related travel and work-related conferences or training sessions.

Workplace violence: the threat, exercise, or attempted exercise, of physical force by a person against a worker, in a workplace, that causes or could cause physical injury to the worker.  Examples of workplace violence include, but are not limited to:

· threatening behaviour such as shaking fists, destroying property or throwing objects;

· verbal or written threats that express an intent to inflict harm;

· physical attacks;

· any other act that would arouse fear in a reasonable person in the circumstances.

Reporting Incidents of Workplace Violence:

1. An employee who believes that he or she has been subjected to, has witnessed, has knowledge of, or has a reason to believe workplace violence may occur, shall immediately report such information to his/her program director.

2. Emergencies that require immediate response should be reported to the employee’s immediate supervisor.  If there is a serious and immediate threat, employees will receive information and instructions from management and, depending on the nature of the workplace violence, the appropriate law enforcement agency may be summoned.  

3. Non-emergencies such as threats or threatening behaviours must also be reported immediately to the employee’s immediate supervisor.

4. The Joint Health and Safety Committee will be notified of incidents of workplace violence within four days of the incident and the Executive Director shall review and develop recommendations to eliminate potential risks and hazards.

Allegations Against Non-Employees:

In the event that an allegation of workplace violence is made against a non-employee (i.e. the employee of a service provider to __________), the Executive Director will take appropriate action, which may include contacting the non-employee’s employer to inform them of the allegations made against their employee and taking other steps to ensure that employees of __________ are not subjected to further violence.  In the event that an allegation of workplace violence is made against a parent or other client, the Executive Director will take appropriate action consistent with the applicable policies of __________ to ensure that employees of __________ are not subjected to further violence.

Confidentiality:

Confidentiality is required to properly investigate an incident and to offer appropriate support to all parties involved. Gossiping about an incident seriously undermines the privacy of all parties involved and will not be tolerated. Those with questions or concerns about an incident should speak to the Executive Director.

Investigation of Complaints:

All reports of workplace violence or potential incidents of violence will be taken seriously and will be documented and investigated.  The form of investigation will depend on the circumstances and may involve appropriate law enforcement or other competent person(s) as determined by __________, taking into consideration the nature of the workplace violence and the concerns of employee(s) who experienced the workplace violence.  

1. Upon receipt of a formal complaint of workplace violence, the Executive Director or her/his designate will investigate the allegations in the complaint, or assign the investigation to an internal or external person to investigate.

2. The investigation may include the following:

a. Interviewing the complainant and the respondent as soon as possible;

b. Interviewing any witnesses;

c. Advising all persons interviewed to refrain from discussing the complaint as well as the possible consequences.

3. The investigator may make a finding of

a. sufficient evidence to support a finding of violation of this Policy,

b. insufficient evidence to support a finding of violation of this Policy, or

c. no violation of this Policy.

4. The investigator will prepare a written report of his/her findings.  If the investigator is not the Executive Director, the investigator will forward that report to the Executive Director or her/his designate.

5. The Executive Director or her/his designate will make a decision whether to dismiss or act upon the written report and will advise the Complainant and Respondent in writing of the outcome.

Record Keeping:

The documents corresponding to any investigation will be kept on file in a secured location, separate from any employee’s personnel files, for two years from the date of the incident, to be readily available for inspection by anyone directly affected by the incident, or by the Ministry of Labour.  Records of any remedial or disciplinary action taken will be placed in the appropriate employee’s personnel file.
Employee Responsibilities:

Employees are expected to:

· Act respectfully towards other individuals while at work and while participating in any work-related activity;

· Ensure their own immediate physical safety in the event of workplace violence, then to report the incident to the police or a manager as the situation warrants;

· Report any incident of workplace violence that they have knowledge of; 

· Understand and comply with this Policy and all related procedures; 

· Cooperate with any efforts to investigate and resolve matters arising under this Policy; and

· Participate in education and training programs and to be able to respond appropriately to any incident of workplace violence.

Management Responsibilities:

Program Directors are expected to:

· Ensure training and education of all employees with respect to this Policy;
· Promote a violence-free working environment;
· Conduct a risk assessment of the workplace to determine the potential for the risk of violent situations. The assessment will take into consideration circumstances that would be common to similar workplaces and circumstances that are specific to the working environment at __________.  The Joint Health and Safety Committee will be advised of the results of the assessment.  
· __________ will reassess the risks of workplace violence as often as is necessary to ensure the continued protection of employees from workplace violence.  Results of the reassessment will be provided to the Joint Health and Safety Committee.
· Provide employees with information, including personal information, about a person with a history of violent behaviour if the worker can be expected to encounter such a person in the course of her or his work and the risk of workplace violence is likely to expose the employee to physical injury;

· Take all reasonable precautions in the circumstances for the protection of an employee if __________ becomes aware of a domestic violence situation that would likely expose an employee to physical injury in the workplace;

· Review all reports of workplace violence in a prompt, objective and sensitive manner; and
· Facilitate medical attention and appropriate support for all those either directly or indirectly involved in a workplace incident.
Consequences:

No employee or any other individual affiliated with __________ shall subject any other person to workplace violence or allow or create conditions that support workplace violence.  An employee of __________ who subjects another employee, client, member, volunteer or any other stakeholder of __________ to workplace violence may be subject to disciplinary action, up to and including immediate dismissal.

Additionally, discipline, up to and including immediate dismissal, may be imposed on the following individuals in the following circumstances:

· On employees who have made a false accusation under this Policy, knowingly or in a malicious manner; and

· On employees who bring forward complaints in bad faith or for vexatious reasons.

No Reprisals:
__________ will not tolerate reprisals or retaliatory measures against any employee, who in good faith, raises a complaint of workplace violence within the meaning of this Policy.  These protections apply to anyone who cooperates in the investigation of the complaint.  Disciplinary action may be taken against any person who takes any reprisal against a person who reports workplace violence.
Assistance to Employees:
Employees who have been victims of workplace violence will be referred to the Employee Assistance Program for counselling services.  Use of such services will be at the employee’s sole discretion.

Policy Review:
__________ will review this Policy and the effectiveness of its workplace violence prevention measures at least every year and after any critical incident of violence in the workplace.  __________ will provide employees with information and training regarding workplace violence at least once every three (3) years.
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