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OESC is pleased to provide boards with this resource to assist in the implementation of Bill 168, as it amends the Occupational Health and Safety Act (OHSA). 
The legislation requires boards to have written policies on Workplace Violence and Workplace Harassment, and that these be located in a place where the policies will come to the attention of the workers. A boilerplate policy on Workplace Violence was circulated to all boards in February, 2010 for use in developing board policies. It was suggested at that time that current board policies with regard to harassment might just need editing to ensure that workplace harassment is clearly identified, and an example of how this might be done may be found in Appendix 3 of this document, using a revised version of the original document on Respectful and Safe Working and Learning Environments.
Once the Board has established its Violence in the Workplace policy, the policy will have to be implemented through procedures that outline how the program will be implemented in the board’s workplace(s). The following are a selection of resources compiled or developed by the OESC working group to assist in the development of operating procedures. Some sections provide advice and considerations for boards, while others provide sample language for use in procedure development. We hope that you find this to be a timely and useful resource. It should be noted that much work on the implementation is being done in many sectors, and where possible we have drawn on those resources in the development of this document, as well as on current resources in school boards. 
The information contained in this document is not intended to be legal advice. It is general information only, and boards should continue to seek their own independent legal advice to confirm that the policies and program that they put in place for June 15, 2010 meet both their particular circumstances, and the requirements of the amended Occupational Health and Safety Act (OHSA).OESC disclaims all responsibility for all consequences of any person acting on, or refraining from acting on, information contained in this document.
Geoff Williams

OESC

April 16, 2010

Procedure Preamble: 

It is suggested that the procedure(s) include legal references, and a restatement of the board’s policy. The following example is based on the boilerplate policy circulated to boards in February.
DRAFT - Violence in the Workplace Procedure
Legal References:
Occupational Health and Safety Act, as amended June 15, 2010; Education Act Sections – 283 – CEO, 264 – Duties of a Teacher; 265 – Duties of a Principal ; Criminal Code of Canada
Related References:
Boards should include references to related AP/OPs that cross-reference to this procedure. Some examples would be those dealing with Safe Schools, Harassment-Free Workplaces, etc. In turn those policies and procedures should be cross-referenced to anything specific to Bill 168
Sections One through Four of this sample procedure (within the box below) restate the board’s policy, including the definition of workplace violence, using the boilerplate policy circulated earlier as its source.
	1.0 Violence in the Workplace – Policy Statement

The <.......> District School Board (the Board) believes in the prevention of workplace violence and promotes a violence-free workplace in which all people respect one another and work together to achieve common goals. Any act of workplace violence is unacceptable conduct. Workplace violence in any form erodes the mutual trust and confidence that are essential to the well-being of our staff.
2.0
Definition of Workplace Violence
As defined by the Occupational Health and Safety Act, workplace violence is:

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

(b) an attempt to exercise physical force against a worker , in a workplace , that could cause physical injury to a worker,

(c) 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 a worker.
3.0 Definition of Workplace 

This procedure applies to all work activities that occur while on Board business, or workplace social events.

4.0 
Application

This procedure applies to all members of the Board community, including but not 
limited to, trustees, students, employees, visitors such as parents and community 
members, volunteers, permit holders, contractors, and employees of other organizations who work on or are invited onto Board property.


5.0
Violence in the Workplace – Risk Assessment

The following is provided to provide an example of how the risk assessment required by the OHSA might be brought into board procedure. For the purposes of this document its numbering is consistent with the procedure elements above. However, boards may choose to place it in another location within their procedures.
5.1
Violence in the Workplace - Risk Assessment
The risk of violence occurring in the workplace is linked to a number of factors, including the nature of the workplace, the type of work, or conditions of the work. 

Examples include, but are not limited to:

i. Location of the workplace, e.g., schools located in high crime areas, isolated areas
ii. Travelling in community, to and from workplace, visiting families, teaching in sites other than schools 
iii. Parking
iv. Access to workplace (entry)

v. Working with unstable or volatile clients/students, e.g., students with severe needs, workplace population including members of youth gangs

vi. Handling cash, e.g., fundraising activities, registration fees for adult programs

vii. Working alone or in small numbers, e.g., working late, meeting parents after school hours, driving a courier vehicle

5.2
Board Responsibility – Risk Assessment, Violence in the Workplace

Board staff (usually the principal or supervisor) shall identify the risks of workplace violence occurring on Board premises, or while engaging in workplace activities or workplace social events.  Risk assessment should include a rating of the risk of workplace violence taking place in a given workplace. A suggested rating scale follows. The presence of specific programs in a school community (in addition to regular programs) must be considered when reviewing a school community, e.g., presence of; night school programs, programs for students with severe needs, suspension/expulsion programs, school used for community programs, etc.

It is suggested that employee groups should be surveyed to determine the extent to which they feel their workplace is safe. The aggregate results of these surveys may be used to identify issues related to workplace violence. Following the initial survey(s) used for the implementation of this procedure, follow-up surveys may be conducted when deemed necessary due to changing workplace circumstances that require a reassessment of the risk of violence in the workplace.
While usually conducted for other purposes, the results of safe school or other student surveys may be reviewed as part of a risk assessment.
5.3
Rating Scale

A rating scale is provided to determine the likelihood of violence in the workplace, and to assist in deciding the nature of the controls to be put in place. The rating scale suggests rating the risk of workplace violence as low, moderate, or high, according to the following definitions, which rely on a combination of frequency and severity.
Low:
One or more potential risks which rarely place a member of the board community at risk of workplace violence, and/or the risk of workplace violence is minimal. The risk of workplace violence is not related to a normal part of the work routine, and/or there is minimal potential for intervention or first aid to be required.
Moderate:
One or more potential risks of workplace violence which may occasionally place a member of the board community at risk of workplace violence, and/or the risk of workplace violence is possible. The risk of workplace violence may be related to a normal part of the work routine on an infrequent basis, and/or there is moderate potential for intervention, or first aid or medical aid to be required.

High:
One or more potential risks of workplace violence which may regularly place a member of the board community at risk of workplace violence, and/or the risk of workplace violence is related to a normal part of the work routine on a regular basis, and/or there is a high potential for intervention(s),  or medical aid to be required. 
Assessments should include the identification of existing controls, measures/procedures already in place and additional controls, measures/procedures required to minimize risks of workplace violence.

6.0
Assessing and Controlling Risks 
Attached as Appendix 1 to this document (as samples) are a variety of assessment charts, and an employee survey (from School Boards’ Cooperative Inc.) for boards either to adopt, or to revise according to their needs. Board staff may choose to use input received from the Joint Health and Safety Committee. 
At a minimum, workplaces need to be assessed for the following characteristics:
Workplace Location – risk of workplace violence occurring due to the nature of the community in which the workplace is located, working in the community (off-site of the workplace, e.g., home schooling), working alone or in isolation, physical attributes of the workplace, areas on the periphery of the workplace (e.g., parking lots, portables in playing fields), controls on entry to the workplace and on entry to parts of the workplace, use of the workplace by non-employees (e.g., community groups). Some of these may be considered significant enough that separate assessments need to be completed.
General Workplace - Clients/Students/Visitors - risk of workplace violence occurring due to the characteristics of the general workplace population, including staff, students, parents, and the general public. This risk may vary by area within workplaces.

Specific Workplace - Clients/Students/Visitors – risk of workplace violence occurring due to individual students, clients, or employees who create a specific risk of workplace violence, e.g., students, clients, or employees with a history of violence

Handling Money – risk of workplace violence occurring due to employees and others handling money arising from school fund-raising activities such as selling material items, school photos, school trips, charitable donations, staff funds (e.g., coffee fund, special occasions), school fees (e.g., locks, equipment, supplies, uniforms, etc.), registration fees, (e.g., night school)
As part of the risk assessment, as per the charts in Appendix 1, current controls, procedures and measures for controlling these risks should be identified, along with additional controls, procedures, and measures for controlling risk which may be necessary. When additional controls, procedures, and measures are identified it is suggested that a plan be developed for the implementation of these measures. A worker survey is a useful tool in identifying perceptions of violence, and in identifying workplaces which may be of particular concern with regards to workplace violence, as may be the results of other surveys conducted in the board.
7.0
Domestic Violence

Domestic violence is a new addition to the requirements under the OHSA. The following is a boilerplate description of the elements a board may wish to place in its procedures regarding domestic violence. The required components are a program of education, and controls to control the risk of domestic violence from taking place in the workplace. The OSACH Handbook on Addressing Domestic Violence in the Workplace is an excellent resource in this regard, and while it is part of the resource list found in Appendix 2, deserves its own mention here: http://osach.ca/products/resrcdoc/PH-MWVP0-E-100109-TOR-001.pdf
Domestic violence occurring in the workplace is recognized by the Occupational Health and Safety Act (OHSA) as workplace violence. Unlike many risks which may lend themselves to regular and ongoing assessment, the risk of domestic violence taking place in the workplace is much more variable and less easily anticipated, although nonetheless real. The OHSA does not require an assessment of the risks of domestic violence becoming workplace violence. However, the <<>>District School Board is committed to educating workers regarding domestic violence, and to take every reasonable precaution to protect workers  from domestic violence that is likely to expose workers to physical injury in the workplace.

N.B.
As domestic violence is an entirely new addition to the OHSA boards may wish to highlight it through a separate policy and procedure.
7.1 
Education

Board employees shall be made aware through posters and literature what domestic violence is, the seriousness of domestic violence, and their responsibilities in informing the appropriate staff when they are reasonably aware that domestic violence may occur in the workplace.

7.2
Responsibility
The responsibility for creating and maintaining a workplace environment in which workers are protected from domestic violence that may expose workers to physical injury in the workplace rests with all workers sharing the workplace. 
Boards should not leave domestic violence to be addressed solely by an employee assistance plan provider.   The Board is responsible for taking action to reduce the risk of physical injury against the worker from a domestic violence situation.
7.3
Informing

Workers have a duty to report hazards to their supervisor. Section 28 (1) d of the OHSA reads that, “A worker shall report to his or her employer or supervisor….the existence of any hazard of which he or she knows.” Workers who have information that they, or a fellow worker is subject to domestic violence that may expose them or their fellow workers to physical injury in the workplace have a responsibility to inform their supervisor, except where the supervisor may be party to the domestic violence, in which case the worker shall inform <<Board defined>> . 
The supervisor will treat all such reports in confidence, and only disclose to Human Resources or others who need to know, information that is necessary for the protection of workers in the workplace.
7.4
Fact Finding

Supervisors who are informed that there is a worker who may be subject to domestic violence in the workplace must gauge the nature and extent of the threat. This may require the supervisor to interview both the source of the information about the threat, and the worker(s) who may be subject to the risk of domestic violence in the workplace. It may also require more detailed investigations conducted by <<>>. It is the responsibility of the supervisor to make this contact.
The supervisor may request from the worker reasonable documentation in the circumstances to assess the risks and to put in place precautions to protect the worker.   Such documentation may include a copy of a court order, police report or photograph of the alleged perpetrator.

The employer will make available to all workers information about supports available for victims of domestic violence. Depending on the location of the board, such supports may include the Employee Assistance Program, community counselling, support groups, shelters, and the police. When possible, supervisors will remind potential victims of domestic violence in the workplace of these resources.
In all circumstances, a supervisor must tell the victim that if they feel at risk of physical harm whether inside or outside the workplace or at home, the worker should contact the police.
7.5       Actions

If the threat of domestic violence is from a co-worker, the supervisor, under advice from Human Resources, must take steps to ensure the victim and other workers are protected. Such steps may include, but are not limited to, warnings, employee transfers, informing police, and requesting restraining orders.
If the threat of domestic violence is from someone outside of the workplace, the supervisor, under advice from Human Resources, must take steps to ensure the victim and other workers are protected. Such steps may include, but are not limited to, warnings, employee transfers, informing police, and requesting restraining orders.

N.B.
Boards should review their police protocols to determine with their local police force(s) what degree of co-operation may be created in this area. Appropriate reporting forms may be developed and used to track reports of domestic violence in the workplace. Appropriate secure and central record retention processes should be implemented.
8.0

Summoning Immediate Assistance

Effective June 15, 2010 Section 32.0.2 (3) of the OHSA requires employers to include in the program “measures and procedures for summoning immediate assistance when workplace violence occurs or is likely to occur.” The following is a suggested component of a board’s procedures in this regard. The chart identifies potential methods of summoning immediate assistance. The need for specific methods could be linked to the risk of workplace violence. 

Depending on the nature, location and level of risk, this includes summoning assistance from the site supervisor or site emergency response team as well as community assistance through 911. When determining the effectiveness of various devices, it is important to consider the employee’s location (onsite or offsite) and time of day (working during or outside of regular hours). Training in emergency communication procedures is essential if they are to be used effectively.
8.1
Types of Communication Devices

	Device
	Strengths
	Weaknesses

	School-wide P.A. System
	· Immediate school-wide communication

· Useful for “code” alerts
	· May not be heard by those in noisy areas

· One way communication only

· Restricts type of information that can be communicated (confidentiality)



	Classroom P.A. System
	· Direct link to the main office

· Simple usage
	· Requires someone to be in the office

· Fixed location in the class means staff may not be able to access in an emergency

· Useful inside the building only



	Individual Cell Phone
	· Fast direct one-to-one communication

· Can be used almost all locations including community

· Few range limitations

· Can be used to text messages (when speaking is not an option; use with deaf/hard of hearing)

· Can be used for a variety of messages including 911 


	· Requires message recipient to be available

· Signal strength may be poor in elevators, basements

· If being attacked, employee may not be able to use – not enough time to dial


	2-Way Radio (Walkie-Talkie)
	· Almost instant communication

· One button use

· Can use voice or signal communication

· Can select specific recipient or numerous recipients

· Can be used for a variety of messages

· Few weak spots within range

	· Requires base station to be continuously staffed or select receivers always active (also may move about)

· No 911 component

	Personal Alarms
	· Panic type (incapacitating sound) may deter attack

· Sound brings assistance to general area

· Non-panic type (transmits emergency signal to a receiver) may include two-way communication as well as identification

· Immediate, one button use


	· Use limited to extreme situations unless two-way communication included

· May take time to pinpoint location (if GPS not included)

· No 911 component

	GPS Tracking System
	· Continuous or signaled tracking

· May be included in personal alarms
	· Requires continuous monitoring of all signals (additional staffing)

· Most expensive communication system

· No 911 component




9.0
Work Refusals

As of June 15, 2010 Section 43 of the OHSA will be amended to allow workers the right to refuse work if workplace violence is likely to endanger the worker. The limited right of teachers to refuse work remains. A sample procedure on work refusal follows. Board staff should consider if this procedure should stand alone in the context of other board procedures, as the right to refuse work is not confined to workplace violence.

Sample Work Refusal Procedure

Right To Refuse Or Stop Work Where Health Or Safety In Danger
1.0
All employees have the right to refuse to work when they have reason to believe their Health or Safety is in danger.  The Occupational Health & Safety Act is specific about the requirements to be followed when a worker indicates he/she is refusing to work.  A worker must notify his/her supervisor if he or she is refusing to do work. If a worker indicates he/she is refusing to work the Principal/Supervisor needs to determine if the refusal meets the criteria defined by section 43(3) of the Occupational Health & Safety Act. 

A worker may refuse to work or do particular work if he or she has reason to believe that:

a) any equipment, machine, device or thing the worker is to use or operate is likely to endanger himself, herself or another worker;

b) the physical condition of the workplace or part thereof in which he or she works or is to work is likely to endanger himself or herself;

(b.1) workplace violence is likely to endanger himself or herself;

c) any equipment, machine, device or thing (the worker) is to use or operate or the physical condition of the workplace or part thereof in which he or she works is to work is in contravention of the OHSA or the applicable regulations and as such the contravention is likely to endanger himself, herself or another worker

2.0
Steps To Follow:

2.1
If the nature of the refusal meets these requirements, the Principal/Supervisor must:

1) Immediately contact the <<insert appropriate board contact – may be an office, may be a person in charge of OHS, may be a supervisor, depending upon the school board >>, and indicate you are dealing with a work refusal.  The <<the contact>> will inform the appropriate union/federation representative who will investigate along with the <<the contact>> and the Principal/Supervisor without delay.

2) Document the work refusal including, but not limited to, the worker’s complaint, time, date, relevant information, and any outcome of the refusal.

3) Notify your Superintendent of Education/immediate Supervisor

4) Take the necessary steps to ensure the safety of students and employees

5) Pending the investigation the worker (complainant) must stay in a safe place and be available to the investigator. The worker may be assigned other work while the work refusal is being investigated.  If another worker is asked to work in the worker/complainant’s place, the worker should be informed of work refusal.
2.2
If the nature of the work refusal does NOT meet the requirements above in a), b), b1) or c), then this incident does not constitute a legitimate work refusal situation, in which case, the worker (complainant) should be informed that it was not a proper refusal to work and be instructed to return to work. Call the <<contact>>, and your Superintendent of Education if you need more information.
2.3
If the worker engaged in a refusal to work that meets the requirements in a), b), b1) or c) above, then steps should be taken to rectify the situation so that it is deemed safe to return to work.  Once the steps are taken, the worker (complainant) should be informed of the steps taken and directed to return to the work area. If the worker continues to refuse to work, the Union, the worker or the employer should contact the Ministry of Labour.
N.B.
A teacher cannot refuse to work as per O.Reg. 857.  Teachers under the Occupational Health and Safety Act, where the circumstances are such that the life, health or safety of a pupil is in imminent jeopardy.

Any questions about this process should be directed to <<the contact>>.
10.0
Employer Investigations

Bill 168 outlines the requirements for the employer to develop a program to support the policy for both Workplace Violence and Workplace Harassment.  One requirement of both programs is for the employer to ‘Set out how the employer will investigate and deal with incidents or complaints of workplace violence and workplace harassment’.

Investigations
Conducting an internal investigation complaint or incident must be done with a high degree of sensitivity, and will often need to take into account the rights of not only the accuser but also the accused.  In a school board setting the accused could be a student, employer, visitor, parent or outside community member.  A comprehensive investigation needs to be performed to ensure compliance with applicable legislation and to withstand scrutiny of the courts, arbitrators and/or other administrative tribunals.  The investigation needs to be fair and unbiased. 

Investigations can become very complicated and may cross many different internal departmental boundaries (Safe and Caring Schools, Employee Services, Special Education) and therefore School Boards must review this requirement and establish a detailed process of how they will investigate situations as defined by the Act.  

All investigations should be performed based upon notification submitted by the employee.  Consideration should be given to a single form that can be used to report the workers concerns to their supervisor or employer. A sample forms part of Appendix 1.

Once the investigation is completed, a summary of the findings and any action taken should be provided to the <<appropriate board contact>> for sharing with the JHS Committee.  The report should NOT include any personal or identifying information relevant to the victim and/or the perpetrator.   

The purpose of the report to the JHSC should be to ensure that the employer is investigating concerns, and if health and safety procedures need to be changed or developed as a result of the investigation the JHSC is made aware of that fact.

Due to the complexity of these issues the Board may need to consider naming a Workplace Violence Coordinator who will oversee the investigations and reporting. Coordinators need to be familiar with legal issues relevant to the investigations including:
1. Confidentiality 

2. Board procedures 

3. Collective Agreements (discipline) 

4. Human Rights Code 

5. Criminal Code 

6. Education Act (Safe Schools) 

All investigators need to be viewed as impartial and non biased.

The coordinator(s) could also provide victim support as well the appropriate management of the offender.
11.0
Role of the Joint Health and Safety Committee
The Occupational Health & Safety Act outlines the legal requirements for the establishment of JHSC’s and the powers of the Committees.  As well, most Boards have a Terms of Reference document for the Committees agreed upon by the workplace parties.

The MOL continues to put emphasis on the Internal Responsibility Systems and encourage the workplace parties to work together to develop procedures, programs related to Health & Safety and resolve Health & Safety concerns internally.

Bill 168 does not speak specifically to the involvement of JHSCs in areas such as policy and program development, assessments, investigations or training.  However Boards may wish to consult with JHSC’s when developing procedures and programs to ensure their input is received, as this will help in responding to any MOL investigations of complaints related to violence in the workplace.  The only additional reporting requirement directly to the JHSC mentioned in the amendments is the notification of the JHSC within four days when a worker is injured due to workplace violence and, as result of the incident, the worker is disabled from performing his or her usual work or the worker requires medical attention.  However consideration should also be given to providing findings of investigations of workplace violence related issues.

Unlike workplace violence, there is no requirement to alert the JHSC to incidents of workplace harassment.
N.B.
The following sections (Training and Re-Assessment) are potential pieces of the board procedure on Violence in the Workplace, and are required program elements under the OHSA. 
12.0 
Information and Instruction


OHSA 32.0.5(2) An employer shall provide a worker with, (a) Information and


 instruction that is appropriate for the worker on the content of the policy and 


program with respect to workplace violence; 

OHSA 25(2)(a) An employer shall … provide information, instruction and supervision to a worker to protect the health or safety of the worker; 27(2)(a)(b)(c) A supervisor shall … advise a worker of the existence of any potential or actual danger to the health or safety of the worker of which the supervisor is aware … provide a worker with written instructions as to the measures and procedures to be taken for protection of the worker, and …take every precaution reasonable in the circumstances for the protection of the worker.

Intensity and types of training will vary according to the risk level for workers as identified in the assessment(s).
12.1 General information for all staff

The board and the site supervisor shall ensure that all employees in the workplace have received the board policy and procedures on Workplace Violence  

12.2 Information and Instruction specific to staff in workplace areas where moderate to high risk exists

The board and site supervisor shall ensure that, based on the level of risk to which individual employees are exposed, the employees have the qualifications, experience and training to minimize the risk of workplace violence.

The board and the site supervisor shall ensure that:

12.2.1 all the staff who work on a regular basis in positions where moderate to high risk exists shall have the qualifications, experience and training necessary to minimize the risk of workplace violence;

12.2.2 all staff have received training in the nature and recognition of the risks specific to their assignment;

12.2.3 all staff have received training in procedures/safety measures that minimize the risks specific to their assignment;

12.2.4 all staff have any personal protective equipment (PPE) deemed reasonable and necessary in the circumstances;

12.2.5 individual physical demands analysis has been conducted to ensure that all staff have the physical well-being to carry out procedures/safety measures that minimize their risk of injury (reviewed on an ongoing basis);

12.2.6 the effected and necessary staff are involved in the development of the Safety Plan

12.2.7 procedures and safety measures are available to the effected staff as required;

12.2.8 training is updated and/or refreshed as often as necessary;

12.2.9 procedures are in place when these staff are absent

· Any replacement staff (short or long-term) are aware of the risks and either have the training requirements noted above or are supported by additional staff who have the training requirements. 

13.0
Re-Assessment

OHSA 32.0.3(4) an employer shall reassess the risks of workplace violence as often as is necessary to ensure that the related policy… and program … continue to protect workers from workplace violence

In many circumstances the risk of workplace violence can only be controlled or minimized rather than eliminated. The risks associated with specific community environments, the requirements of a small number of students with special needs, the necessity of handling money, all continue even with controls, procedures and measures in place to minimize risk. Therefore, it is essential that re-assessments of the risk of workplace violence take place at the very least when workplace conditions substantially change. 

13.1 The board shall ensure that all incidents of workplace violence are documented.
13.2 The board shall ensure that:

13.2.1 ongoing review procedures are in place to monitor levels of workplace violence risk and to evaluate the effectiveness of controls, procedures and measures in place; 
13.2.2 all incidents of workplace violence are documented and reported immediately to the site supervisor and as required to the Joint Health and Safety Committee for the board; and

13.2.3 an ongoing site-based process is in place to modify controls, procedures and measures as necessary. 
Forms 
Forms for such items as reporting will be necessary. It is assumed that boards currently have record keeping forms which may easily be modified to incorporate the requirements of implementing the changes to the OHSA brought in under Bill 168. Records need to be readily available for review by a Ministry of Labour Inspector.
Appendix 1 – Sample Risk Assessment Checklists








sample

      Workplace Location

	Assessed Risk
	Risk Level

H     M     L
	Example of Possible Controls, Procedures, Measures*
	Existing Controls, Procedures, Measures
	Required Controls, Procedures, Measures

	Location of the Workplace, including working in the community
	
	
	
	
	
	

	· Level of crime in the community (assault, theft, vandalism etc.)

· Risk of workplace violence while undertaking work activities work in the community

· Risk of workplace violence associated with isolation of the workplace

· Risk of workplace violence occurring in workplace periphery, such as parking lots and playgrounds

· Risk of workplace violence occurring due to controls on entry to the workplace

· Risk of workplace violence occurring during after –hours use of workplace site

	
	
	
	· Security tours

· Safe travel routes including public transportation

· Staff training in community risks & safety routines

· Staff training in questioning strangers and intruders about the appropriateness of their presence in a non-confrontational manner and when to call for assistance or go to a safe area.

· Meeting in public places

· Police/security presence

· Means of communication

· CCTV

· Clear sightlines

· Good lighting

· Parking procedures (leaving & returning to vehicle)

· Signage for visitors (at all entry & exit points)

· Secure public waiting areas

· Procedures for escorting visitors

· Access restricted areas

· Staff / student ID and visitor badges

· Procedures to report concerns

· Procedures to report incidents

· Documentation 

· Method of summoning immediate assistance

· All recipients of off-site programs sign a behavioral contract that signifies acceptance of rules of behavior during the program including the prohibition on violent behavior.

· Train workers on implementation of safe-visit plans for high-risk situations

· Training for staff on characteristics of aggressive or violent people, signs of escalation of behavior, recognition of potentially violent situations, recommended actions and reactions including when to leave or escape , appropriate responses to incidents, including defusing hostile or aggressive behaviors.
	
	


General Workplace - Clients/Students/Visitors – OHSCO







sample
	Assessed Risk
	Risk Level

H     M     L
	Example of Controls, Procedures, Measures*
	Existing Controls, Procedures, Measures
	Required Controls, Procedures, Measures

	Working with unstable or volatile clients/students
	
	
	
	
	
	

	· Risk of Workplace Violence occurring due to the characteristics of the general workplace population, including staff, students, parents, and the general public

· The risk of workplace violence occurring may vary by area within workplaces – for example, the risk in a school may be higher in parts of the school if there is a greater density of students with violent characteristics


	
	
	
	· Notification of any known risks (people and situations)

· Training in recognizing and responding to potentially violent people and high risk situations

· Training in measures to take including de-escalation, personal safety, when to leave or escape

· Training in how to respond to strangers or intruders

· Training in when and how to call for immediate assistance

· Meetings held with more than one staff member present

· Personal communication devices

· Procedures to report concerns

· Procedures to report incidents

· Documentation 

· Training for staff on characteristics of aggressive or violent people, signs of escalation of behavior, recognition of potentially violent situations, recommended actions and reactions including when to leave or escape , appropriate responses to incidents, including defusing hostile or aggressive behaviors.

· Training in safety routines for parking, leaving and returning to vehicles.

· Training of community-based staff on expectations of school board staff when using their facility (recreation center, library).

· * not all are applicable to all situations


	
	


Specific Workplace - Clients/Students/Visitors









sample
	Assessed Risk
	Risk Level

H     M     L
	Example of Controls, Procedures, Measures*
	Existing Controls, Procedures, Measures
	Required Controls, Procedures, Measures

	Working with unstable or volatile clients/students
	
	
	
	
	
	

	
	
	
	
	For all staff who work with the student(s) on a regular basis:

· Ongoing risk assessment

· Consultation with parents/ guardian, board and agency professionals

· Notification of safety risks and procedures, interventions

· Training in the characteristics of the special education exceptionality

· Training in the needs specific to the student(s)

· Where the student(s) has a current history or risk-of-injury to self or others:

· Training for all staff who work with the student on a regular basis in BMS, NVCI, etc.

· Development of a Safety Plan

· Personal communication

· Protective equipment

· Procedures to report concerns

· Procedures to report incidents

· Documentation required

· Decisions regarding the OHSA overriding privacy concerns and legislation

· Sharing of information

	
	


      Handling Money













sample
	Assessed Risk
	Risk Level

    H      M       L
	Example of Controls, Procedures, Measures*
	Existing Controls, Procedures, Measures
	Required Controls, Procedures, Measures

	 Handling Money
	
	
	
	
	
	

	· School fund-raising activities:

· Selling material items

· School photos

· School trips

· Charitable donations

· Staff funds, e.g., coffee fund, special occasions

· School fees, e.g., locks, equipment, supplies, uniforms, etc.

· Registration fees, e.g., night school


	
	
	
	· Written procedures for classroom collection of monies and provisions of receipts

· Daily written record

· Transfer to office

· Procedures for daily storage and transfer to bank

· Maximum amount to be kept in school overnight (never over a weekend)

· Procedures for refunds communicated in writing to parents

· Written procedures for school-wide collections:

· Specific times & site 

· Staff member present when students are collecting

· Communication
· Written record for each time period

· Transfer procedures as above


	
	


A.5
Program Elements – Domestic Violence in the Workplace
Three additional resources are found on the Ontario Safety Association for Community and Healthcare web site:

Addressing Domestic Violence in the Workplace 
http://osach.ca/products/resrcdoc/PH-MWVP0-E-100109-TOR-001.pdf
Domestic Violence Doesn’t Stop When Your Worker Arrives at Work: What Employers Need to Know to Help 

http://osach.ca/products/resrcdoc/OHSCO_EmployerBooklet.pdf
Domestic Violence Doesn’t Stop When Your Worker Arrives at Work: How to get Help or Support a Colleague who may Need Help 
http://osach.ca/products/resrcdoc/OHSCO_VictimBooklet.pdf
These documents are also available in French.

sample
Sample Checklist for a Domestic Violence in the Workplace Program
Developed from January 2010 Draft Workplace Resource of the Occupational Health and Safety Council of Ontario, Workplace Violence Prevention Series
	Risk
	Example of Controls,

Procedures, Measures
	Existing Controls, Procedures, Measures
	Required Controls, Procedures, Measures

	6.6.5 Domestic Violence in the Workplace
	
	
	

	
	· Ensuring members of the board community are aware of examples of domestic violence, e.g.
· repeated acts of isolation

· put-downs

· threats of violence against the victim, the victim’s children, or others, including family pets

· hitting, burning, strangling, or throwing things

· destroying property

· sexual assault

· repeated unwanted communications with the victim

· stalking

· making members of the board community aware of who the victims of domestic violence may be, e.g.
· current or former intimate partners

· adults and adolescents

· between people of all racial, economic, educational, and religious backgrounds

· heterosexual and same sex partners

· male or female, although women represent the overwhelming majority

· training members of the board community on the need to report to the employer any reasonable suspicions that domestic violence may occur in the workplace, and on the fact that communicating on a need to know basis may outweigh an individual’s expectation of privacy

· raising awareness regarding when domestic violence is more likely to come into the workplace, and signs of high risk, e.g.
· when co-workers in a workplace are involved in or have been involved in an intimate relationship     


· when a worker has sought shelter or left a relationship due to domestic violence

· when threats of violence have been made against a worker

· revising the board’s Police Protocol to include communication with the police when the police are aware of threats or threatening behaviours which may be carried out in the workplace

· Working with organizations in the community that provide services to victims to understand the scope of domestic violence in the community

· Reporting procedures
	
	


sample
Appendix 1 (cont.) – Sample Worker Survey

SCHOOL BOARDS’ CO-OPERATIVE INC.

EMPLOYEE SURVEY-WORKPLACE VIOLENCE PROGRAMME

The School Board recognizes that workplace violence represents a real risk. The Board also recognizes that the risk can be minimized or avoided by assessing the risks, putting preventive measures in place to control them, as well as by implementing processes to obtain immediate assistance in case of violence or to report incidences of violence and by keeping staff abreast of potential dangers in the workplace.  
In order to identify these risks, the School Board asks that all employees complete the following survey. 
The School Board assures all employees that information provided in this survey will be kept strictly confidential. Furthermore, it is left to the discretion of the employee to provide his or her name. However, the location (school, administrative office or satellite office) must be provided, in order to be able to identify developing trends or if an issue is directly related to that place of employment. 

	Location: 

	Job title:

	Name of employee (optional):



	Sex:

 Male □



Female □


1)
You and your workplace

	QUESTIONS
	YES
	NO
	COMMENTS

	1) Generally, do you feel safe where you work?
	
	
	If not, explain?

	2)  Is workplace violence a concern?
	
	
	


	QUESTIONS
	YES
	NO
	COMMENTS

	3)  In general, do you work alone? (Example, night janitor)
	
	
	

	4) Indicate if you feel safe in the following places: (if the answer is no, please give the reason)
	
	
	

	· School parking lot 
	
	
	If not, explain?

	· School grounds
	
	
	If not, explain?

	· School entrances
	
	
	If not, explain?

	· Halls and corridors
	
	
	If not, explain?

	· Office
	
	
	If not, explain?

	· Classroom
	
	
	If not, explain?

	· Stairwells, if applicable
	
	
	If not, explain?

	· Elevator, if applicable
	
	
	If not, explain?

	· Gymnasium
	
	
	If not, explain?

	· Change rooms
	
	
	If not, explain?

	· Staff lounge


	
	
	If not, explain?

	5)  Have you ever witnessed a violent incident in your workplace, between:
	
	
	If yes, explain:

	
a) Students
	
	
	

	
b) Student and staff
	
	
	

	
c) Staff
	
	
	

	
d) Others
	
	
	If yes, please define

	6) Do you have access to your workplace after work hours?
	
	
	

	7)  Do you sometimes go in to work on weekends?
	
	
	

	8)  If yes, is your supervisor aware of this?
	
	
	

	9)  Do you take any particular measures to ensure your personal safety?
	
	
	Specify:


2)
Since you have been an employee of the School Board

	QUESTION
	YES
	NO
	COMMENTS

	10)  Have you ever been the victim or target of a violent incident in your workplace?
	
	
	


Attention: If you answered yes to the above question, please complete section 3. Otherwise, go directly to section 4 (Preventive Measures).

3)
Victim of a violent incident
	
	
	
	Indicate the frequency

	11)  What kind of violent incident were you subjected to?
	Who was the aggressor?
	Please check

√
	Many times

(more than five)
	Sometimes
	Once

	
	
	
	Indicate the frequency

	11.a)   Physical

Explanation :

(Physical force. For example: Hitting or pushing someone violently) 
	A student
	
	
	
	

	
	A parent
	
	
	
	

	
	A colleague
	
	
	
	

	
	A stranger
	
	
	
	

	
	Other
	
	
	
	

	
	
	
	
	
	


	11.b)   Threats

(Statement/behaviour interpreted as a threat to exercise physical violence (For example: intimidation, anticipating a danger of physical injury) 
	A student
	
	
	
	

	
	A parent
	
	
	
	

	
	A colleague
	
	
	
	

	
	A stranger
	
	
	
	

	
	Other
	
	
	
	


	
	
	
	Indicate the frequency

	
	Who was the aggressor?
	Please check

√
	Many times

(more than five)
	Sometimes
	Once

	
	
	
	
	
	

	
	
	
	Indicate the frequency

	11.c)   Verbal

 (Aggressive statement expressed  by insults in a loud and offensive tone of voice)
	A student
	
	
	
	

	
	A parent
	
	
	
	

	
	A colleague
	
	
	
	

	
	A stranger
	
	
	
	

	
	Other
	
	
	
	

	

	QUESTIONS
	YES
	NO
	COMMENTS

	12)  Following the violent incident, did you inform your supervisor or the police of the incident?
	
	
	If not, explain?

	13)  Were you satisfied with the measures taken by your employer following this incident?
	
	
	


4)
Preventative measures
	QUESTIONS
	YES
	NO
	COMMENTS

	14)  Does the employer have procedures in place to ensure the safety of employees? (For example, outdoors locked in daytime)
	
	
	

	15)  Do you know where to find these procedures?
	
	
	

	16)  Are you aware of the procedure for reporting a violent incident?
	
	
	

	17)  Do you find that the measures in place are adequate? 
	
	
	If not, explain?

	18)  Do you know how to obtain immediate assistance in case of violence in the workplace?
	
	
	

	19)  Does the employer keep you informed of potential risks in the workplace?
	
	
	

	20)  Do you know if the policy with respect to workplace violence posted?
	
	
	


5)
Comments

	21)  Other comments you’d like to share:




Date: _________________________________

sample
Sample Reporting Form – TDSB
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                JOINT HEALTH AND SAFETY COMMITTEE (JHSC)

                         VIOLENT INCIDENT REPORTING FORM

	Name:                                                                                      Date:        

( Victim / Complainant)

	Affiliation:    □ CUPE B      □ CUPE C    □ CUPE D        □ ETFO         □ ETFO Occasional                        

                      □ MCSTC      □ OSSTF      □ OSSTF Occasional       □ OSSTF PSSP      □ non-union




Workplace of Incident

	Site Name:
	Region:
	Site Phone:



	Site Address:
	Supervisor’s Name:

	Date of Incident:
	Time of incident:
	Date Reported to Supervisor:

	Personal Contact Information: (Optional)                  e-mail : ________________________________ 
Home phone: ___________________________         Cell: __________________________________                      


	Location of Incident:   (Check all that apply.)             □ Hallway     □ Classroom     □ Library      □ Gym      □ Lab      □ Shop        

□ Washroom      □ Stairs       □ Yard       □ Other (specify) ____________________________




INCIDENT

	Assailant(s):     □ Student (IPRC)   □ Student (no IPRC)   □ Student’s Parent     □ Visitor    □ Co-worker    □ Other

	Nature of Incident: (Check all that apply.)   VERBAL: □ Abuse    □ Threat     EMOTIONAL:  □ Symptomatic Stress

PHYSICAL: □ Bite    □ Punch    □ Kick    □ Scratch    □ Pinch    □ Spit   □ Slap   □ Other (specify) _______________________



	Injuries Sustained: (Check all that apply.)     □ Arm      □ Hand        □ Face       □ Head       □ Shoulder       □ Neck              □ Chest       □ Back       □ Leg      □ Foot        □ Other (specify) _______________________________________

	Weapon(s) Involved:       □ No     □ Yes       If yes, specify. _________________________________________                                          

	Repeat incident involving the same assailant(s):        □ Yes         □ No

	Agencies Involved:        □ Ambulance

□ Police Officer: _____________   Badge # :_________

□ Doctor            □ CAS/CCAS           □ Union          


	Notification of TDSB Health and Welfare Office: 

Completed and faxed EMPLOYEE’S REPORT OF 

ACCIDENT/INJURY             □ Yes       □ No     


Incident (cont.)
Details of Incident  (Do not include names.)

	

	

	

	

	


	Name of person who completed this form, if other than the victim: 




Distribution

	Worker to fax the completed Form to TDSB Health and Safety Office: 416-397-3215

Upon receipt, Health and Safety Office personnel will forward a copy of this form to your Union.




Appendix 2 – Resource List
Ministry of Labour
1. Workplace Violence and Harassment: Understanding the Law – 

http://www.labour.gov.on.ca/english/hs/pubs/wpvh/index.php
La violence et le harcèlement au travail: comprendre la Loi

http://www.labour.gov.on.ca/french/hs/pubs/wpvh/index.php
2. Protecting Workers from Workplace Violence and Workplace Harassment – 

http://www.labour.gov.on.ca/english/hs/sawo/pubs/fs_workplaceviolence.php
Protéger les travailleurs contre la violence et le harcèlement au travail

http://www.labour.gov.on.ca/french/hs/sawo/pubs/fs_workplaceviolence.php
3. A Guide to the Occupational Health and Safety Act – 

http://www.labour.gov.on.ca/english/hs/pubs/ohsa/index.php
Guide de la Loi sur la santé et la sécurité au travail

http://www.labour.gov.on.ca/french/hs/sawo/pubs/fs_workplaceviolence.php
Ontario Safety Association for Community and Healthcare, and Occupational Health and Safety Council of Ontario
Addressing Domestic Violence in the Workplace 

http://osach.ca/products/resrcdoc/PH-MWVP0-E-100109-TOR-001.pdf
Domestic Violence Doesn’t Stop When Your Worker Arrives at Work: What Employers Need to Know to Help 

http://osach.ca/products/resrcdoc/OHSCO_EmployerBooklet.pdf
 Domestic Violence Doesn’t Stop When Your Worker Arrives at Work: How to get Help or Support a Colleague who may Need Help 

http://osach.ca/products/resrcdoc/OHSCO_VictimBooklet.pdf
In addition, Assessing Violence in the Community and Bullying in the Workplace documents are found through this link:

http://www.hchsa.on.ca/products/free_resource.shtml
These documents are also available in French.
School Boards’ Co-operative Inc. 

A set of resources, available in French and English, and available on CD. Contact SBCI at (905) 669-4449, 1-800-361-3516, or through info@sbci.org
If you are aware of additional resources which may be of assistance to boards in implementing these changes to the OHSA, please send them to Geoff Williams at the Ontario Public School Boards’ Association – gwilliams@opsba.org, and this list will be updated.
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