
Sample Workplace Violence and Harassment Prevention Policy and Program
Name of Organization

Mission

          Name of organization                is committed to providing a safe, healthy and supportive work environment by treating our employees and clients with respect, fairness and sensitivity. 
Violence and harassment in the workplace can have devastating effects on employees’ quality of life and organizational productivity. 
Workplace violence is:

· the exercise of physical force by a person against a worker, in a workplace, that causes or could cause physical injury to the worker;

· an attempt to exercise physical force against a worker, in a workplace, that could cause physical injury to the worker; or,

· a statement or behaviour that it is reasonable for a worker to interpret as a threat to exercise physical force against a worker, in a workplace, that could cause physical injury to the worker.
Workplace harassment means engaging in a course of vexatious comment or conduct against a worker in a workplace that is known or ought reasonably to be known to be unwelcome.
Purpose of the Policy
              Name of organization                                    is committed to preventing workplace violence and harassment. This policy defines behaviour that constitutes workplace violence and harassment, and explains procedures for reporting and resolving such incidents. __       Name of organization________ is committed to providing a working environment free of violence and harassment by familiarizing all workplace parties with the related terminology as well as their individual responsibilities for prevention and corrective action. To establish this policy,     Name of organization      has consulted the joint health and safety committee (JHSC) and the following legislation governing workplace violence and harassment in Ontario:

· The Occupational Health and Safety Act

· The Criminal Code of Canada

· The Ontario Human Rights Code

· The Workplace Safety and Insurance Act, 1997

· The Compensation for Victims of Crime Act

· The Regulated Health Professions Act

Policy Statement

The management of      Name of organization      recognizes the potential for violence and harassment in the workplace. We will therefore make every reasonable effort to identify all potential sources of such risk to eliminate or minimize them through our workplace violence and harassment prevention program.    Name of organization          will not tolerate any type of violence or harassment within the workplace or during work-related activities.      Name of organization        is committed to allotting whatever time, attention, authority and resources necessary to ensure a safe and healthy working environment for all employees and clients to whom we provide care. 

     Name of organization       will take every reasonable precaution to protect an employee from physical injury if we become aware, or believe, that domestic violence is a risk.
Definitions Associated with Workplace Violence and Harassment
· Physical assault: is any physical force or threat of physical force to create fear and control another person.  Some examples include:  hitting, blocking, shoving, choking, slapping or biting, or pulling hair; “caring" for the victim in an abusive way, threats of violence, and using a weapon or other objects to threaten, hurt or kill.
· Sexual assault: is any unwanted sexual act done by one person to another.  Examples include: kissing or forcing/coercing the person into kissing; touching the person’s body with or without clothes on; forcing/coercing the person to masturbate; sexual intercourse (anal or vaginal), penetrating with an object; causing bodily harm; removing or attempting to remove clothing; taking advantage of a position, trust or authority to get sex; and threatening to harm someone else if the person does not agree to do any of these things. 
· Sexual harassment: is often interpreted as objectionable comments or conduct of a "sexual" nature. However, sexual harassment, in the broader context of unequal treatment based on gender, may refer to instances where the behaviour is not overtly sexual in nature, but is related to the person's gender, and demeans or causes personal humiliation or embarrassment to the recipient. Examples include: degrading words, rude jokes or sexual comments, name calling (e.g. “chick”, “bitch”), physical contact, sexual demands, unwanted kissing or touching of a sexual nature, and insulting remarks about the person’s sexual orientation, race, culture, ability, and/or income. 
· Threat (verbal or written): is a communicated intent to inflict physical or other harm on any person or to property by some unlawful act. A direct threat is a clear and explicit communication distinctly indicating that the potential offender intends to do harm, for example, “I am going to make you pay for what you did to me.” A conditional threat involves a condition, for example, “If you don’t leave me alone you will regret it.” Veiled threats usually involve body language or behaviours that leave little doubt in the mind of the victim that the perpetrator intends to harm.
· Verbal/Emotional/Psychological abuse:  is a pattern of behaviour that makes someone feel worthless, flawed, unloved, or endangered. Like other forms of abuse, it is based on power and control.   Examples include: swearing, put-downs/name calling over a period of time, labelling the victim in a derogatory way such stupid, crazy or irrational, acts of humiliation, extreme jealous behaviour, attacking the victim’s self-esteem in other ways. It can also include harming pets and damaging property.
· Workplace Bullying: repeated and persistent negative acts towards one or more individuals, which involve a perceived power imbalance and create a hostile work environment (Salin, 2003)
Roles and Responsibilities of Workplace Parties

Employer:
· Ensure that measures and procedures in the violence and harassment prevention program are carried out. Hold management accountable for responding to and resolving complaints of violence.

· Ensure compliance by all who have a relationship with the organization, such as physicians, contractors, volunteers, etc.

· Post a copy of this policy in the workplace.

· In consultation with the JHSC, conduct regular risk assessments. 

· In consultation with the JHSC, establish control measures.

· In consultation with the JHSC, establish and deliver training and education for all employees.

· Integrate safe behaviour into day-to-day operations.
· Develop a reporting process for incidents of workplace violence and harassment.
· Investigate all reports or threats of violence/harassment in a prompt, objective and sensitive way. 

· Report incidents of workplace violence to the JHSC within four days if an employee is disabled from performing their own work or receives medical attention as a result of an incident.

· Take corrective action. 

· Provide response measures.

· Facilitate medical attention and support for those involved directly or indirectly.
· Ensure any deaths or critical injuries are reported to a Ministry of Labour (MOL) inspector, the police (as required), JHSC or H&S representative and trade union, as well as investigated with the JHSC. Send the report explaining the circumstances to all parties in writing within 48 hours of the occurrence. Include information and particulars prescribed by the Occupational Health and Safety Act and regulations.

· Ensure a report goes to WSIB of all accidents where a worker loses time from work, requires healthcare, earns less than regular pay for regular work, requires modified work at less than regular pay or performs modified work at regular pay for more than seven days. 
Managers/supervisors:

· Enforce policy and procedures and monitor worker compliance.

· Identify and alert staff to violent persons and hazardous situations.

· Investigate all workplace violence using the organization’s accident investigation procedure and form, and contact the police as required.

· Facilitate medical attention for employee(s) as required.

· Debrief those involved in the incident either directly or indirectly.
· Contact human resources to ensure the employee receives further counselling about her/his legal rights.

· Track and analyze incidents for trending and prevention initiatives.

· Immediately report a death or critical injury to an MOL inspector, the police (as required), JHSC, H&S representative and trade union, and investigate with JHSC Report the circumstance to all parties in writing within 48 hours. Include information and particulars prescribed by the regulations.  

· Issue a report to the employer and WSIB on all lost-time accidents where a worker requires healthcare, earns less than regular pay for regular work, requires modified work at less than regular pay or performs modified work at regular pay for more than seven days. Copies of accident information where there is no critical injury must be provided to the JHSC and the trade union within four days of the occurrence, as prescribed by the Occupational Health and Safety Act.
· Ensure the workplace violence and harassment prevention program is reviewed at least once a year.
Employees:

· Participate in education and training programs so you can respond suitably to any incident of workplace violence or harassment.

· Understand and comply with the violence and harassment prevention policies and related procedures.

· Report all incidents or injuries of violence/harassment or threats of violence/harassment to your supervisor immediately. Complete the Workplace Violence Incident Report.

· Inform the JHSC or the worker member of the JHSC about your concerns regarding the potential for violence/harassment in the workplace.

· Contribute to risk assessments.

· Seek support when confronted with violence/harassment or threats of violence.

· Get medical attention.
· At least once a year, participate in a review of the workplace violence and harassment prevention program.
Joint Health and Safety Committee (JHSC):

· Ensure you are consulted about the development, establishment and implementation of violence prevention measures and procedures (the violence and harassment prevention program).
· Make recommendations to the employer for developing, establishing and providing training in violence prevention measures and procedures.
· At least once a year, take part in a review of the workplace violence and harassment prevention program.   
· The worker-designate should investigate all critical violence-related injuries.
· Immediately review reports of critical injury or death. Outline in writing the circumstances and particulars within 48 hours of the occurrence.
Within four days, review written notices lesser injuries where any person is disabled from performing his or her usual work or requires medical attention.
Reporting and Investigation

· Workers are to report all violence-related incidents or hazards to their manager or supervisor. This report can be made confidentially at the employee’s request. However, sharing information to ensure the safety of others and prevent recurrence may be necessary (e.g., contents of a police report).

· The reporting worker may make the report confidentially without leaving a copy in the log, indicating the need for confidentiality to her/his direct manager or supervisor (or in that person’s absence, to another manager or supervisor).

· The manager or supervisor receiving the report investigates it and ensures that measures are taken to safeguard employees and curtail the violence or harassment. No report of workplace violence/harassment or risks of violence may be the basis of reprisal against the reporting employee.

· The employer reports all injuries to the MOL and WSIB as required by the Occupational Health and Safety Act and Workplace Safety and Insurance Act.
Response Procedures

· Using the incident investigation form, the manager or supervisor documents all reports of workplace violence/harassment, hazards and measures taken to address them. 

· If the resolution of the incident is beyond the authority of a manager or supervisor, she/he must make the CEO or equivalent aware of the report. The CEO or equivalent involves other managers or supervisors in the investigation as appropriate (e.g., when the incident involves clients or employees under another manager’s or supervisor’s area of responsibility).

· Management reviews all incident reports, monitors trends and makes recommendations to the CEO or equivalent for prevention and enhancements to the workplace violence and harassment prevention program. 

· These findings are shared with the JHSC, which is consulted about any revision to the violence and harassment prevention and training program.

· The CEO or equivalent reviews reports of workplace violence/harassment and ensures that actions are taken.

· The managers or supervisors who investigate the reported incident warn all staff who might be affected about dangerous situations. They also tell the reporting employee about the outcome of the investigation to help minimize the chance of similar incidents. 

· If a violent incident results in a critical injury to a worker, the JHSC representative or worker-designate investigates the incident or injury (Section 9(31) OHSA) and reports to the MOL and JHSC.

Emergency response measures

Refer to the organization’s emergency response procedure (code white, staff alert).

Support for employees affected by workplace violence

Management will respond promptly, assess the situation and ensure that these interventions are followed:

· facilitation of medical attention;
· debriefing (by skilled professional);
· referrals to community agencies, treating practitioner and employee assistance program;
· referral to trade union;  

· completion of incident reports, WSIB reports, reports to MOL (critical injury or fatality);
· reporting to police (as required); and
· team debriefing.  

Risk assessment

Management (with worker involvement) assesses workplace violence hazards in all jobs, and in the workplace as a whole. It reviews risk assessments annually, as well as when new jobs are created or job descriptions are changed substantially. 
Education
New employees will receive both general and site-specific orientation to the workplace violence and harassment prevention program. In addition, all employees will receive an annual review of the program’s general and site-specific components. 

Any training developed, established and provided will be done in consultation with, and in consideration of, the recommendations of the JHSC.

Program Evaluation

The effectiveness of the workplace violence and harassment prevention program is evaluated annually by management and reviewed by the JHSC.

Workers, managers and supervisors are accountable for establishing and implementing the policy and procedures related to workplace violence and harassment. Responsibility for complying with the health and safety policy is part of a manager’s, supervisor’s and worker’s job description. Included in the health and safety components of job descriptions are management responsibilities for enforcing policy and procedures, investigating and responding to workplace violence and harassment. 

Accountability

All workplace parties are accountable for complying with the policy, program, measures and procedures related to workplace violence.

Records

All records of reports and investigations of workplace violence and harassment are kept for five years.

Policy Review

This workplace violence and harassment prevention policy and program will be reviewed annually. 

Dated at _________________   on ______________, 20__

Signed ________________________________________


                (Senior management to sign)

APPENDIX D:  Workplace Violence Document Analysis Tool (OSACH 2006)

	Date & Time
	Document  Type
	Location
	Class’n of Violence
	Incident Type
	Injury to Client 
	Details of Incident
	Outcome of Incident
	Outstanding Issues

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	


Legend – Workplace Violence Document Analysis Tool:  
	Document Type:
	Classification of Violence:
	Incident Type:

	1. JHSC minutes

2. Security logs

3. Emergency response forms

4. Unusual occurrence reports

5. Client or visitor report forms

6. Client abuse reports

7. Grievances


	  Type I:
Perpetrator has no relationship to organization

Type II: 
Client to staff; staff to client

Type III: 
Worker to worker 

Type IV: 
Personal relationship to worker (domestic violence)
	1. Threat  

2. Physical Assault   

3. Verbal Abuse  

4. Discrimination/harassment

5. Carrying a weapon

6. Robbery, arson, vandalism



APPENDIX F:  Organizational Workplace Violence Incident or Accident Summary Tool (OSACH 2006)
Year:  _____
_________________________________________

	Department/ Unit:
	 Type of Violence:
	Type I
	Type II
	Type III
	Type IV
	 Type of Accident
	Near Miss/

Hazard
	First Aid
	Medical Aid
	Lost Time
	Total  # Accidents
	Total # Days Lost
	Total $ Claim Costs
	Rating Compared to Other Department/Units

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Legend - Organizational Workplace Violence Incident or Accident Summary Tool:

	Classification:
	Accident Type:
	Nature of Injury:
	Incident Type:

	Type I:   

Type II:  

Type III: 

Type IV:
	Perpetrator has no relationship to the organization

Client to staff; staff to client

Worker to worker

Personal relationship to worker (domestic violence)
	1.  Near Miss/ Hazard: no employee injury/illness – potential for injury

2.  First Aid: Employee incurred an injury/ illness, but did not require medical attention beyond first aid

3.  Medical Aid: employee incurred and injury/illness and sought medical attention from a treating practitioner

4.  Lost Time: employee lost time from work beyond initial day of accident


	1. Strain or sprain

2. Cut or laceration 

3. Contusion

4. Bite

5. Pinch

6. Psychological
	Threat  

Physical Assault   

Verbal Abuse  

Discrimination/harassment

Carrying a weapon

Robbery, arson, vandalism


Rating: Rate the department/unit in comparison to others within the organization in terms of number of events (1,2,3…). Department/unit with highest number of events should be rated number 1

Appendix G-1:  Environmental Assessment Tool (OSACH 2006)
	Location


	Building/Unit



	Date


	Time



	Name of Person(s) Conducting Assessment


	


	Parking Lot
	Yes
	No
	Explanation

	Are the entrances and exits well marked?
	
	
	

	Is the lot appropriately signed with security reminders (lock car, security patrolled)?
	
	
	

	Is the lighting sufficient?
	
	
	

	Are alarms clearly marked?
	
	
	

	Does the lot have controlled entry?
	
	
	

	Are company vehicles parked on-site after hours?
	
	
	

	Have vehicles been stolen or vandalized on-site?
	
	
	


	Building Perimeters
	Yes 
	No
	Explanation

	Is the workplace near any buildings or businesses that are at risk of violent crimes (bars, banks)?
	
	
	

	Do violent, criminal, intoxicated or 
drugged persons visit your building accidentally?
	
	
	

	Is your building located in a high crime area?
	
	
	

	Are there signs of vandalism?
	
	
	

	Is your building isolated from other buildings?
	
	
	

	Are there graffiti on the walls or buildings?

	
	
	

	Is the exterior of the building adequately lighted?
	
	
	

	Is the building entrance adequately lighted?  
	
	
	

	    If answer is no, please indicate location.
	
	
	

	Are garbage areas, external buildings or equipment that employees use:

a) in an area with good visibility?

b) close to the main building with no potential hiding places? 

     Do overgrown shrubs or landscaping provide a hiding place?
	
	
	


	Natural Surveillance
	Yes 
	No
	Explanation

	Are there physical objects/structures that obstruct your view?  
	
	
	

	    If yes, could someone hide behind such objects?
	
	
	

	    If so, where?

What would make it easier to see?

· Transparent materials

· Mirrors

· Windows in doors

· Angled corners

· Less shrubbery
· Other
	
	
	


	Stairwells and Exits
	Yes
	No
	Explanation

	Are stairwells and exits clearly marked, well lit, and controlled with locked doors that have panic bars to allow exit in an emergency?
	
	
	

	Do exit doors identify where they exit to?
	
	
	

	Are there places at the bottom of stairwells where someone could hide?
	
	
	

	Can lights be turned off in the stairwell?
	
	
	

	Is there more than one exit route?
	
	
	

	Do exit routes restrict the ability to escape an attacker?
	
	
	

	Do stairwell doors lock behind people during or after regular hours of operation?
	
	
	


	Access Control
	Yes
	No
	Explanation

	Is your building connected to other buildings through stairwells, elevators or hallways?
	
	
	

	    If yes, is there access control to your area?
	
	
	

	Is there a system to alert employees to access by intruders?
	
	
	

	Are offices and rooms signed in all areas?
	
	
	

	Do you use keys or key cards to access areas?
	
	
	

	Is there a system in place to minimize the distribution of keys or key cards?
	
	
	

	Are locks replaced if keys are lost or stolen?
	
	
	


	Security and PA System
	Yes
	No
	Explanation

	Is there a process to call for security assistance?
	
	
	

	Is the security system tested monthly or annually?
	
	
	

	Are there security guards or safety walking services at your location?
	
	
	

	Where appropriate, have staff areas (e.g., emergency, reception) been equipped with panic buttons? 
	
	
	

	

	Reception
	Yes
	No
	Explanation

	Is the reception or nursing station identifiable and accessible?
	
	
	

	Can the people at these stations see incoming visitors?
	
	
	

	Is the reception or nursing station visible to clients or visitors?
	
	
	

	Is the reception or nursing station staffed at all times?
	
	
	

	Can outsiders enter the ward or building if the reception or nursing station is not staffed?
	
	
	

	Is the reception area or nursing station the first point of contact for visitors?
	
	
	

	Is there a policy for receiving and identifying visitors?
	
	
	

	Does the area function as a security screening area?
	
	
	

	Does the reception or nursing station have an emergency call button?
	
	
	

	    If yes, are response procedures developed?
	
	
	

	Could objects/tools/equipment in this area be used as weapons?
	
	
	


	Signage
	Yes
	No
	Explanation

	Immediately inside the building/ward entrance, do signs identify where you are?
	
	
	

	Are rules for visitors clearly signed?
	
	
	

	Are exit signs posted?
	
	
	

	Are the posted signs highly visible to all?
	
	
	

	Are the hours of operation adequately posted?
	
	
	

	Impression of overall signage:

❑  very poor          ❑  poor           ❑  satisfactory          ❑  good          ❑  very good

	 

	


	Lighting
	Yes
	No
	Explanation

	List areas where lighting was a concern, i.e., too dark or too bright during the inspection
	
	
	

	Is the lighting evenly spaced?
	
	
	

	Are any lights out?
	
	
	

	    If yes, where?
	
	
	


	Movement Predictors
	Yes
	No
	Explanation

	How easy would it be for someone to predict staff patterns of movement?

❑  Very easy  ❑  Somewhat easy   

❑  No way of knowing
	
	
	

	Is an alternative, well-lit and frequently travelled route available?

	
	
	

	Can you tell what is at the other end of each walkway or corridor?
	
	
	

	    If no, where?
	
	
	

	In walkways or corridors, are there alcoves or corners where someone could hide and wait for staff?
	
	
	

	    If yes, where?
	
	
	


	Elevators
	Yes
	No
	Explanation

	Do you have a full view of whether an elevator is occupied before entering?
	
	
	

	Is there an emergency telephone or emergency call button in the elevator?
	
	
	

	Is there a response procedure for elevator emergencies?
	
	
	


	Washrooms
	Yes
	No 
	Explanation

	Is public access to washrooms controlled?
	
	
	

	Can the lights in the washroom be turned off?
	
	
	

	Are washrooms inspected on a regular basis?
	
	
	

	Do washrooms have emergency call buttons?
	
	
	


	Interview Room
	Yes
	No
	Explanation

	Do you have a separate interview/meeting room?
	
	
	

	    If yes, is natural surveillance possible?
	
	
	

	Is there an alarm system in this room?
	
	
	

	Is the furniture arranged to allow for emergency exits?
	
	
	


	Pharmacy/medication room/treatment room/office
	Yes
	No
	Explanation

	Is there another way out for an emergency exit?
	
	
	

	Are furniture/counters arranged to allow both visibility and protection of staff?
	
	
	

	Do the width and height of the counter/desk provide an appropriate barrier between staff and the public?
	
	
	

	Does the area have an alarm system?
	
	
	

	Do workers sometimes work alone? 
	
	
	

	    If so, do they know emergency alert procedures?
	
	
	

	Is pharmacy staff required to handle cash?
	
	
	

	Waiting areas
	Yes
	No
	Explanation

	Does the waiting area isolate patients/clients from staff and hinder communication with workers?
	
	
	

	Are there objects, tools or equipment that could be used as weapons?
	
	
	


	Files/Records
	Yes
	No
	Explanation

	Are confidential files/records kept in a locked room?
	
	
	

	Are file cabinets containing confidential records locked?
	
	
	

	Identification system for clients and visitors
	Yes
	No
	Explanation

	Have name tags, preferably with photo and no last name, been issued to staff?
	
	
	

	Have tags, preferably a different colour than those for staff, been issued to visitors?
	
	
	

	Is there a visitors’ sign-in book to document who is entering and exiting the facility?
	
	
	

	Have clients with a history of violent behaviour been flagged in computers, charts and wristbands?
	
	
	


	Individual Offices
	Yes
	No
	Explanation

	Are certain employees at higher risk of violence?
	
	
	

	Has office furniture been arranged:

· to allow for a quick exit from the    office?

· to maintain a safe distance between the staff and client?
	
	
	

	Are objects that can be thrown or used as weapons minimized?
	
	
	

	Do these rooms have good natural surveillance (shatterproof glass in walls and doors)?
	
	
	


	Possible Entrapment Sites
	Yes
	No
	Explanation

	Are there unoccupied rooms that should be locked?
	
	
	

	    If yes, where?
	
	
	

	Are there small, well-defined areas where someone could be hidden from the view of others?

·  Recessed doorways

·  Unlocked storage areas

·  Stairwells

·  Elevators
	
	
	

	Are there physical objects/structures that obstruct your view?
	
	
	

	    If yes, could someone hide behind such objects? If so, where?
	
	
	


	Possible Entrapment Sites
	Yes
	No
	Explanation

	What would make it easier to see?

·  Transparent material

·  Mirrors

·  Windows in doors

·  Less shrubbery

Other:
	
	
	

	Do members of the public approach staff from one entrance?
	
	
	


	Working Alone
	Yes
	No
	Explanation

	Has an emergency contact number been established for all hours of operation?
	
	
	

	Are emergency telephones located in key areas, accessible to all staff?
	
	
	

	    If no, where is access needed?
	
	
	

	Is there a designated “safe room” where employees can go during an emergency?
	
	
	

	Does this room have a telephone and a door that can be locked from the inside?
	
	
	

	At the time of the inspection, did any areas seem isolated?
	
	
	

	    If yes, which areas?
	
	
	

	In these isolated areas, is there a telephone or a sign directing you to emergency assistance?
	
	
	

	In these isolated areas, how far is the nearest person who might hear calls for help?
	
	
	

	Do you have alarms or panic buttons (personal or stationary)?
	
	
	

	Are the alarms or panic buttons easily accessible?
	
	
	

	Do you periodically check the functioning of panic buttons or alarms?
	
	
	

	Is it easy to predict when people will be around?
	
	
	


APPENDIX K:  Workplace Violence Employee Survey (OSACH 2006)
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Violence Prevention Policy


[image: image3]
Incident Reporting and Follow-up


[image: image4]
Education and Training


[image: image5]
Incidents at Work

	Have you ever been the victim of a violent incident on the job? 
	❑ Yes     ❑ No

	    If yes, please answer these questions:
	❑ Yes     ❑ No

	    Type of incident(s) (describe)
	

	    Were you injured? (If yes, describe injuries)
	❑ Yes     ❑ No

	    Did you receive first aid or medical treatment? Did you lose time from work?
	❑ Yes     ❑ No

	    If yes, describe:
	

	Did you report the incident to the employer? If you received medical attention or lost time, was the event reported to WSIB?
	❑ Yes     ❑ No

	    Were you offered defusing (an opportunity to express your thoughts about the
    incident, and learn about normal stress reactions and available services)?
	❑ Yes     ❑ No

	    If yes, was it done?
	

	    Were you offered Critical Incident Stress Management debriefing (a 
    discussion with a facilitator to alleviate trauma and speed up your recovery) 
    within 24 to 72 hours? 
	❑ Yes     ❑ No

	    If yes, was it done?
	

	In your opinion, what steps could be taken to make your workplace safer?


	


APPENDIX N:  Workplace Violence/Client Aggression Event Report Form And Investigation Tool (OSACH 2006)

	Part 1 - Employee Information (to be completed by employee)

	Name
	 Position

	Dept./Unit
	 Shift

	Date and time of incident

	Date and time incident reported

	Incident reported to:

	Location of incident


	❑ client care area 
	❑ public area on-site
	❑ restricted area on-site

	❑ parking lot or walkway
	❑ community
	❑ client’s home

	Work location if off-site

	Were the emergency response measures initiated? 

❑  Yes
      ❑  No

	Please indicate the classification of the incident (please refer to explanation provided)

	❑ Type I (Criminal Intent)
	Person has no relationship to the workplace

	❑ Type II (Client or Customer)
	Person is a client, visitor or family member of a client at the workplace who becomes violent toward a worker or another client; or worker becomes violent toward a client, visitor or family member of a client

	❑ Type III (Worker-to-worker)
	Perpetrator is an employee or past employee of the workplace

	❑ Type IV (Personal Relationship)
	Perpetrator usually has a relationship with an employee (e.g., domestic violence in the workplace)

	Describe the event including persons involved:


	Does the person involved have a history of previous incidents?  

❑  Yes     ❑  No     ❑ Don’t know

	Incident Type 

	❑  Threat
	❑  Physical assault
	❑  Verbal abuse 

	❑  Discrimination or harassment  
	❑  Robbery, arson, vandalism 
	❑  Carrying a weapon


	Injury Type
	
	

	❑  Strain or sprain 
	❑  Cut or laceration  
	❑ Contusion

	❑  Bitten 
	❑  Pinched 
	❑  Psychological   

	Other (specify)

	Was medical attention or first aid required?
❑   Yes      ❑   No




	    If yes, provide details:



	Description of incident: 

 (Please describe what happened in the space below)


	Who was involved?


	

	What events lead up to the incident?


	

	Were other individuals involved? 

(e.g., staff, visitors, clients, etc.)
	

	What precipitated the incident?


	

	Other:



	Actions taken



	Please indicate concerns, issues and actions taken (e.g., initiated emergency response plan, contacted supervisor, police or security, emergency service personnel, etc.)



	Witness(es)

	Name
	Contact information

	1.
	

	2.
	

	3.
	

	4.
	

	Other Information


	


	Are you aware of any similar incidents in the past? 

	❑ Yes ❑ No



	   If yes, provide details:


	

	Are you aware of any controls, measures or procedures to prevent a similar incident? 


	❑ Yes ❑ No

	Please provide any other information you think may be relevant, including any recommendations that you think would be helpful: 



	Reporting

	Reported to supervisor?

	❑ Yes ❑ No

	    If yes, name of supervisor
________________________________
	

	Reported to police?

	❑ Yes ❑ No

	    If yes, police report number 
________________________________
	

	Reported to human resources 
	❑ Yes ❑ No

	    If yes, name of human resources personnel:
_________________________
	

	Reported to WSIB (Form 7)?
	❑ Yes ❑ No

	    If yes, by whom?  
	

	Modified work offered? 
	❑ Yes ❑ No

	    If yes, describe:


	

	Signature of worker 



	Signature of supervisor




	Part 2  - Supervisor’s report (To be completed by supervisor)

	Name
	Position

	Date reported
	Date of investigation:

	Security contacted 
	❑ Yes ❑ No

	    If yes, how? By whom?

	Was security obtained? Did they respond immediately?

	❑ Yes ❑ No

	    If yes, by whom?

	Police contacted? 
	❑ Yes ❑ No

	    If yes, by whom?

	Human resources contacted? 
	❑ Yes ❑ No

	    If yes, by whom?

	Persons participating in investigation:



	Description of findings (Identify immediate cause, underlying cause):



	Witnesses and statements:



	Corrective action taken or recommendations for corrective action:



	Post-crisis intervention
	❑ Yes ❑ No

	Referral to employee assistance program or other community resource?


	❑ Yes ❑ No

	Critical Incident Stress Debriefing where required? 


	❑ Yes ❑ No

	Advised to consult a physician for treatment or referral?


	❑ Yes ❑ No

	Follow-up:


	


APPENDIX O: Workplace Violence Reporting Procedures
Any member of      Name of organization        who believes that he or she is threatened or who experiences or witnesses any workplace violence as defined in the Workplace Violence Prevention policy        insert policy #         must promptly report it using the Employee Workplace Violence Incident Report form. In the event of immediate danger, refer to steps outlined in the Emergency Response Procedure (cross reference organization policy or procedure). 

When threatening or violent behaviour is connected to      Name of organization                           or carried out on      Name of organization        property, the employee must report incidents immediately using the following procedure: 
1. All staff are responsible for reporting threats or violence to their supervisor or manager. If the employee’s direct supervisor is involved in the act, the employee contacts the human resources department. In all cases, the Employee Workplace Violence Incident Report form needs to be completed. 

2. If the perpetrator has no relationship to the organization (Type I) or has a personal relationship with an employee (Type IV), the supervisor consults with human resources personnel and contacts the police department. The police are also to be called in incidents involving serious, life-threatening injuries to any client or employee.

3. Report incidents of client abuse immediately and complete a client incident report form. The supervisor must immediately notify the appropriate agency. 

4. Supervisors must investigate all reports of violence. If cases of staff-to-staff, staff-to-management, or management-to-staff incidents, contact human resources and the union representative. 

5.      Name of organization        takes all reported incidents of violence seriously and will not ignore, condone or tolerate disruptive, threatening or violent behaviour by any member of the organization.

6. Managers, supervisors, staff or visitors engaged in such behaviour shall be removed from the premises as quickly as safety permits. They shall be banned from access to      Name of organization’s        premises pending the outcome of an investigation. The investigation will be conducted by the selected response team members who will be assembled at the direction of the manager/administrator/director or his/her designate.

7.       Name of organization        will do its best to preserve and protect the anonymity of those involved and confidentiality in the alleged case. However, it may not be possible to preserve confidentiality or anonymity of those involved as it may be necessary for      Name of organization        to take action, including consultation with others. 

8. If an individual involved believes the matter has not been resolved in a satisfactory manner, the individual may file a grievance in accordance with the employee grievance policy  reference policy number   . In no circumstances will any person who in good faith reports an incident of threats, intimidation or violence, or assists in its investigation, be subject to any form of retribution, retaliation or reprisal. 

9. Any person who makes or participates in such retribution or retaliation, directly or indirectly, will be subject to disciplinary action. A person who believes s/he has been or is being subjected to retribution or retaliation should immediately notify the director of human resources, his/her designate or the company owner or file a reprisal complaint with the Ontario Labour Relations Board or file a grievance.

Prevention Programs

      Name of organization        provides a confidential employee assistance program (EAP) to assist full-time employees with personal problems. A list of other agencies that can help with problems is in the human resources office.

      Name of organization        also provides training for recognition and prevention of violence through workshops, in-service activities for faculty and staff, and printed materials.
The director of human resources or his/her designee will conduct exit interviews when employees retire, resign or are transferred or terminated, to help identify potential workplace violence-related threats or problems.

APPENDIX P: Tips For Developing An Emergency Response Plan
Use these steps when developing an emergency response plan:

· Define the types of incidents to which the emergency response team responds. Establish internal emergency numbers or code words to alert the team and employees that urgent help is required.

· Determine the composition of the emergency response team and the number of members that are needed to provide 24-hour coverage. The response team can include front-line staff such as nursing or health care staff, supervisors or managers, staff social workers, security personnel and law enforcement officials. 
· Define responsibilities for reporting violent incidents. Identify situations in which employees would need emergency services and ensure that staff know how to access the assistance of the emergency response team.

· Determine how to secure the site.

· Develop procedures for the team to follow in various situations.

· Identify the circumstances that would require a command centre and establish procedures for setting one up.

· Assign responsibilities for decision-making and action to those staff members who have skills and authority.

· Identify the person responsible for contacting external emergency services such as security, the police, victim support services and other outside assistance. Detail the circumstances in which external services should be called.

· Develop procedures to:

a) obtain immediate first aid or medical help

b) deal with emergency staff and police

c) complete reports

d) manage sensitive communications (for example, informing the victim’s family, other employees or the media)

· Develop an evacuation plan. Identify the conditions that would require an evacuation.

· Identify situations that would make it unsafe to evacuate the building and that would require a lock-down (a secure location where building occupants could take refuge). Identify the lock-down location and a lock-down plan.

· Identify and document procedures to ensure the safety of all staff.

· Design a form that the team can use to report each incident. The report should include: date; time; location; names of team responders; names of employees, clients and others who were present; witnesses; description of incident; team interventions; and debriefing of victims, witnesses and others.
· Train team members to respond to and defuse potentially violent situations, using non-violent crisis-intervention training and management of aggressive behaviour training, for example.

· Hold regular practice drills for the team and the organization.

· Evaluate the emergency response team.

· Review the emergency response plan on an annual basis. Update the plan to keep it current and effective.

· Ensure the JHSC is consulted in the development of the Emergency Response Plan and training.
Procedures for response to hostage-taking

If you are taken hostage:

· Remain calm. Listen closely to your captor’s instructions. Speak only when spoken to. Do not talk down to the captor or attempt to argue.

· Follow all instructions. Avoid making suggestions or comments.

· Remove any items that could identify you as a potential threat, for example, items identifying you as a member of the military, a police officer or a religious official.

· Avoid staring at your captor.

· Do not move or attempt to reach for anything unless you first ask permission.

· Observe as much as you can; your information may help the authorities.

· Stay clear of windows and doors as you may be in the line of fire. Drop to the floor if shots are fired.

· Do not attempt to stop or chase your captor if he or she leaves.

· Once the captor has left:

a)  Call the police if they have not already been called.

a) Administer first aid to victims.

b) Supply information to the police: observations about captor, direction of flight and a description of any weapon or vehicle used.

If you witness a hostage situation:

· Evacuate people from the immediate area and make sure that no one can wander into the area.

· Notify the person in charge and call the police.

· Document any demands made by the hostage taker.

· Provide police assistance as required.
· Ensure that counselling of victims is initiated.

APPENDIX Q:  Environmental Control Procedures Checklist (OSACH 2006)
Building Security

· Install 24-hour closed-circuit video recorders for high-risk areas. If closed-circuit TVs are monitored, they can reduce crime, particularly if perpetrators know that they are being monitored.

· Alert the public that cameras are being used. Install signs: for example, “This area is monitored 24 hours per day by video surveillance cameras.”

· Place surveillance cameras and telephones to strategically complement natural surveillance.

· Restrict building access, especially at night or on weekends.

· Install alarm systems or panic buttons in areas where risk factors are present: for example, human resources units, mental health clinics, emergency or urgent care units, drug dispensing areas, patient accounts counters and psychiatric units. Systems or buttons should not be installed in obvious locations such as desks or counters. Ensure that the triggers are accessible to the employee and not to the public.

· Train, and regularly test, staff in the use of the alarm system. A trained response team should be available 24 hours per day.

· Install telephones in isolated areas.

· Secure electrical panels, communication panels and elevator controls against unauthorized access.

· Where risk is anticipated, provide staff with lightweight, easy-to-use devices such as hand-held alarms, cell phones or private-channel radios. Ensure that there is a reliable system to respond to alarms.

· Use coded cards or keys to control access to the building or within the building. Limit the number of keys and entry cards distributed. If a key or card is lost, change the entry card codes and locks immediately.

· Practise response drills monthly.

Site Design and Environment
· Do a security audit for approaches to the building, path to the parking lot, etc. 
· Assess plans for new construction or renovations to eliminate or reduce security hazards.
· Design counselling, client intake and treatment rooms with two exits if possible.
· Provide employees in high-risk areas with “safe rooms” for use during emergencies.
· Provide a separate, lockable, secure bathroom for employees with access to alarm/security.
· Provide employees with a locked, secure area to store personal belongings.
· Keep the building well-maintained and free from garbage and graffiti.
· Install clear, concise, highly visible and readable signage.
· Avoid positioning expensive equipment, such as computers, near ground-floor windows.
Lighting
· Illuminate all publicly accessible spaces to a minimum of 4.0 foot-candles unless otherwise specified in the Ontario Building Code. Place lights to maintain consistent illumination and to minimize contrast between light and shadow.
· Use light colours for perimeter walls in interior public spaces. Such colours improve visibility and maintain light levels.
· Locate light fixtures to illuminate pedestrian routes and spaces with special emphasis placed on illuminating possible entrapment spots.
· Replace all burned-out lights immediately.
Furniture
· Keep furniture in waiting rooms, treatment rooms and intake areas to a minimum. The furniture should be lightweight and without sharp corners or edges, or it should be secured to the floor. Avoid ornaments or pictures that could be used as weapons.
· Arrange furniture in all client areas to prevent entrapment of staff.
· Implement a retail tagging system to protect equipment.
· Organize workstations to minimize physical contact with clients.
Entranceways and Hallways
· Design entrances and exits in a manner that discourages the public from using side or back entrances.
· Lock all unused doors, within local fire code parameters, to limit access.
· Where possible, install windows or glass doors for greater visibility.
· Eliminate hidden corners.

· Place curved or circular mirrors at hallway intersections.
· Keep windows and aisles clear to provide good sight lines.
· Replace all broken windows and locks immediately.
· Clearly define entrances and exits to public spaces.
· Incorporate clear safety-glass panels in all doors to stairwells, corridors and entrances so that users can see if another person is on the far side of the door.

Reception Areas and Waiting Rooms

· Clearly mark reception areas and make them easy to access. The receptionist should be able to see incoming and outgoing traffic. The receptionist’s area should be locked.

· Design client service desks and reception areas with deep counters to prevent clients from touching employees.

· Have a back way out of the reception area.

· Ensure that waiting rooms are comfortable. Subdued colours and non-glare lighting can reduce stress. Sound-absorbing surfaces can minimize background noise levels.

· Allow enough personal space to keep people from feeling crowded.

· Provide entertainment and distractions for people in waiting areas. Some examples are magazines, television, vending machines and toys and books for children.

· Acknowledge clients who have been waiting a long time. Provide reassurance and explanations when possible. In the event of long delays, allow people to reschedule appointments.

· Provide a separate waiting area to isolate certain individuals, as required.

Nursing Stations

· Consider the installation of security measures. Ideally, security measures should be considered during the planning process for new construction or renovations.

· Enclose nursing stations in shatterproof glass to prevent patients from reaching in or throwing objects at nurses.

· Have a back way, or at least a second way, out of the nursing station.

· Install alarm systems that detect unlawful entry or attempts at vandalism.

· Secure medical files, medications, narcotics and medical supplies in locked storage rooms.

· Secure medical equipment and other valuable items in locked storage after hours.

· Inform patients or clients of these control measures to deter them from attempting to steal or vandalize.
Grounds and Parking Lot Design

· Locate parking lots within direct view of the building to maximize the visual connection between the building and the parking lot. If these must be located behind a building, it is best to position them next to another public space or parking lot. Windows overlooking or doors opening onto parking lots increase visibility and, hence, safety.

· Illuminate parking areas and entrances at night.

· In enclosed parking spaces, use columns instead of solid walls for structural support.

· Clearly mark all entrances and exits of both parking and walking areas.

· Use bright, effective lighting and replace burned-out lights immediately.

· Post signs that remind users to lock their vehicles and to remember their level and aisle location.

· Use pass cards to control access to the parking lot.

· Post “No Trespassing” and “Security Patrolled” signs where applicable.

· Paint underground parking lot walls white to increase the light level, to minimize hiding areas and to maximize visibility.

· Establish a clear division between employee and visitor parking.

· Do not allow parking lot doors that open onto the street to be propped open. Doors that open onto a common area are preferable as they are not easily accessed by outsiders.

· Clearly mark alarms and provide zone locations at alarms so that security personnel can respond quickly.

· Link emergency doors to alarms.

· Install speed bumps in traffic lanes near exits, drive-up windows and along pedestrian routes.

· Have security staff patrol at variable times and over variable routes.

· Provide employees with a parking lot escort after hours.

· Use cameras for electronic surveillance wherever possible.

· Use strategically positioned fences to control access to the grounds.

· Locate special-purpose areas that employees must access—such as garbage disposal, annexes and equipment storage—close to the main building. The areas should be well-lit with good lines of sight from the main building.

· Avoid using canopies, shelters and awnings that block the line of sight and compromise building security. Avoid installing canopies where undesirable loitering can become a problem.

· Eliminate all unnecessary corners, planters, walls and fences that could be entrapment spots, especially near entrances and exits.

· Because shrubbery can create hiding places, keep it low and trimmed away from doors, windows and lighting. Keep vegetation close to pedestrian pathways low. Remove or trim overgrown bushes or landscaping that may block the view of the parking lot, grounds or street. Trees should be trimmed of branches to a height of 1.8 m (six feet).

· Avoid using trellises or grills against buildings; they can allow someone to climb to an upper floor.

· Install motion detectors or motion-triggered lights.

· Use polycarbonate laminate film on windows to reduce window smashing.

· Install bars over windows if necessary (and if fire regulations permit).

· Maintain a record of employee licence plate numbers so that suspicious vehicles can be identified and investigated.
Do you feel safe while at work? �
❑ Yes     ❑ No�
�
Do you think you are prepared to handle a violent situation, threat, or responsive and escalating behaviours exhibited by clients while at work?�
❑ Yes     ❑ No�
�
In your opinion, has the employer provided you with every necessary control and measure to protect your safety? �
❑ Yes     ❑ No�
�
If you answer no, check areas that require improvements:�
Yes�
No�
N/A�
�
Lighting �
�
�
�
�
Secure areas to store personal belongings�
�
�
�
�
Security personnel �
�
�
�
�
Secure restrooms�
�
�
�
�
Secure parking lot �
�
�
�
�
Restricted public access to work areas�
�
�
�
�
Patient or client transfers – violence-related�
�
�
�
�
Information about security devices (cameras, alarms, panic buttons, etc.) is clearly communicated to all employees�
�
�
�
�
Appropriate security devices (e.g., panic buttons, personal alarms, cell phones)�
�
�
�
�
Communication about the care plan and the client’s previous history of violence or behavioural issues�
�
�
�
�
Other:�
�






If you work in the community, are you provided with any of these supports? (Add any other supports you think would help safeguard your security)�
Yes�
No�
N/A�
�
The assistance of a buddy or security guard in high-risk situations�
�
�
�
�
A cell phone or radio when needed�
�
�
�
�
A security contact person �
�
�
�
�
The information you need about the patient or client�
�
�
�
�
The information you need about the geographical location �
�
�
�
�
Timely assistance when you report a problem�
�
�
�
�
Comments:�
�






Is there a written violence prevention policy for your workplace?�
❑ Yes     ❑ No�
�
    If yes, have you ever seen a copy of the policy?�
❑ Yes     ❑ No�
�
Are there written procedures for violence prevention that deal with your work area? �
❑ Yes     ❑ No�
�
    If yes, are they easy to understand and follow? �
❑ Yes     ❑ No�
�
    Have you ever seen a copy of the procedures? �
❑ Yes     ❑ No�
�
Comments: 


�
�






Is there a system for reporting threats and violence or aggression?�
❑ Yes     ❑ No�
�
    If yes, is it easy to understand and follow? �
❑ Yes     ❑ No�
�
Are you required to report threats and violence or aggression? �
❑ Yes     ❑ No�
�
    If yes, can you do so without fear of reprisal? �
❑ Yes     ❑ No�
�
Does the supervisor or manager investigate incidents without undue delay? �
❑ Yes     ❑ No�
�
Does the supervisor or manager take suitable corrective action without undue delay? �
❑ Yes     ❑ No�
�
Are police and emergency services called immediately when an incident involving a criminal act occurs? �
❑ Yes     ❑ No�
�
Are co-workers briefed about a violent incident before coming on shift or before dealing with a previously violent patient? �
❑ Yes     ❑ No�
�
Is there a program to provide support for workers both directly and indirectly involved in events of workplace violence (critical incident stress management)? �
❑ Yes     ❑ No�
�
When an incident of workplace violence has resulted in you seeking medical attention or losing time from work, has the employer reported the incident to WSIB?�
❑ Yes     ❑ No�
�
Comments:�
�






Have you received training in recognizing, preventing  and dealing with workplace violence? �
❑ Yes     ❑ No�
�
Have you received training in psychiatric, behavioural and physiological conditions associated with escalating behaviours? �
❑ Yes     ❑ No�
�
Have you received training in self-defence measures that are respectful to the clients you are caring for? �
❑ Yes     ❑ No�
�
Have you received training in communication and care strategies? �
❑ Yes     ❑ No�
�
    If yes, do you feel that training was adequate?�
❑ Yes     ❑ No�
�
Is your training tailored to the particular job that you do?�
❑ Yes     ❑ No�
�
Do you know what protocols (policies and procedures) exist in your workplace to deal with violence and its consequences?�
❑ Yes     ❑ No�
�
Do you know what standard of care your employer expects you to deliver when a patient or client is abusive or threatening toward staff? �
❑ Yes     ❑ No�
�
Comments:�
�
�
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