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	TASK:      WORKPLACE VIOLENCE AND HARASSMENT 
	Overall Task

Risk Rating:
	A

	Description:
	Tucker HiRise has developed and adheres to the Ontario based Workplace Violence and Harassment policy and program which will be reviewed annually or as needed with the Joint Health & Safety Committee to ensure any new violence or harassment hazards are identified and employees are properly protected from these hazards.  

	Application:
	 FORMCHECKBOX 
 Construction Projects
	 FORMCHECKBOX 
 Industrial (Maintenance Shop, Storage Areas)
	 FORMCHECKBOX 
 Office Areas
	Performed By:
	 FORMCHECKBOX 
 Our Organization
	 FORMCHECKBOX 
 Subcontractors

	Applicable Legislation: 
	 FORMCHECKBOX 
 OHSA
	 FORMCHECKBOX 
 Construction Regs.
	 FORMCHECKBOX 
 Industrial Regs.
	 Designated Substances
	 Confined Spaces
	 Asbestos on Constr.

	
	 FORMCHECKBOX 
 WHMIS/GHS
	 FORMCHECKBOX 
 Bio and Chem. Agents
	 FORMCHECKBOX 
 Highway Traffic Act
	 First Aid
	  Compulsory Trades
	 Employment Standards

	
	 FORMCHECKBOX 
 Other: 
· Occupational Health and Safety Act, R.S.O. 1990, c. O.1. PARTIII.0.1 - Violence and Harassment Section 32.

· Occupational Health and Safety Act, R.S.O. 1990, c. O.1.Section 52 – Incident Reporting

	Approved By:
	
	Position:
	 PRESIDENT
	Date:
	

	Reviewed By
	
	Position:
	HEALTH AND SAFETY COORDINATOR 
	Date:
	


	Job Hazard and Risk Analysis (JHRA)
	RISK RATING SYSTEM RISK
	A
	High likelihood of personal injury or facility, material or equipment damage. 

	
	
	B
	Moderate likelihood of personal injury or facility, material or equipment damage.

	
	
	C
	Minor likelihood of personal injury or facility, material or equipment damage.

	TASK HAZARDS
	PRE-TASK RISK RATING 
	TASK CONTROLS
	POST TASK RISK RATING 

	Lack of Training
	A
	· Workers will be trained, during employee orientations, on appropriate response procedures to acts (or potential acts) of violence and harassment. 

· This will include measures for reporting, communicating, and identifying actual or potential acts of violence and harassment. 
	B

	Lack of Assessment and Control Measures
	A
	· All workplaces will have violence assessment completed on an annual basis, or as often as is needed (based on changing or new conditions). 

· Assessments must identify potential areas where the likelihood or risk of situations is higher. 

· Assessments must identify and document specific control mechanisms implemented. 
	B

	Acts of Violence or Harassment
	A
	· All workplaces will have violence assessment completed on an annual basis, or as often as is needed (based on changing or new conditions). 

· Immediately report any and all situations where a worker has been subjected to: inappropriate situations, harassment, domestic violence, workplace violence, or bodily contact. 

· Ensure communications systems are in place. 

· Ensure barriers and signs are posted in publicly accessible areas (signs to restrict access).

· Workers who do not comply with Safe Work Practices and Safe Job Procedures, will be subject to progressive disciplinary actions. 
	B

	Lack of Communication
	A
	· Ensure communications systems are in place with Cell Phones and Alarms where possible.

· Ensure barriers and signs are posted in publicly accessible areas (signs to restrict access).
	B

	Lack of Worker Reporting Awareness
	A
	· All workplace parties will be informed of reporting requirements (including incidents that must be reported), during their Employee Orientation.
	B


	Personal Protective Equipment (CSA Approved)
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HEAD PROTECTION
 FORMCHECKBOX 

	[image: image2.png]



FOOT PROTECTION
 FORMCHECKBOX 
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EYE PROTECTION
 FORMCHECKBOX 
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SKIN PROTECTION
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FALL PROTECTION
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RESPIRATORY PROTECTION
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HEARING PROTECTION
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HIGH-VIS PROTECTION

 FORMCHECKBOX 
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HAND PROTECTION

 FORMCHECKBOX 
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FACE PROTECTION


	ADDITIONAL PROTECTION LISTED IN CONTROLS


	ADDITIONAL PPE CONSIDERATIONS
· Workers on construction projects must wear, at a minimum, CSA high visibility protection, head and foot protection.

· Ensure workers wear CSA approved eye protection when completing tasks that may cause objects to fly, dislodge or the like including the use of the quick cut saw.
· All workers using Chemicals must wear the required personal protective equipment set out in its (M)SDS.
· Eye protection shall also be worn where equipment does not provide appropriate protection to worker's eyes.
· Seat belts must be worn at all times by equipment operators, when seat belts are provided.

· Workers must wear appropriate hearing protection, suitable for the sound levels to, when exposed to 85db or more, over an 8-hour period. Hearing protection is also required when exposed to higher decibels over a shorter period of time. Hearing protection must reduce exposure levels below allowable limits.


	SAFE WORK PRACTICES (SWP)

	VIOLENCE AND HARASSMENT DEFINITIONS: 

Workplace Violence

(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 is reasonable for a worker to interpret as a threat to exercise physical force against the worker, in a workplace, that could cause physical injury to the worker.
Workplace Harassment

Workplace harassment is defined as “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”.  

The following examples are what we consider to be different forms of harassment.  It can include comments or actions related to race, national or ethnic origin, colour, religion, age, sex, marital status, family status, disability, pardoned conviction, or sexual orientation.

We strive to provide all employees, suppliers, subcontractors and visitors with an environment free of workplace violence.  Mutual respect must be the basis of interaction, co-operation and understanding among all staff and/or contractors.  We will not tolerate or condone behaviour that is likely to threaten the health and safety of any of our workers or contractors. 

	VIOLENCE AND HARASSMENT PRACTICES: 
· Senior management is responsible and committed to achieve an environment free of violence and harassment.

· All workers and/or contractors shall have mutual respect as the basis of their interaction, cooperation and understanding.

· Workers have the right to refuse work, where they believe that workplace violence is likely to endanger their well-being.

· All workplaces will have violence assessment completed on an annual basis, or as often as is needed (based on changing or new conditions). 

· Workers must immediately report any and all situations where a worker has been subjected to: inappropriate situations, harassment, domestic violence, workplace violence, or bodily contact. 

· We will not tolerate or condone behaviour that is likely to threaten the health and safety of any of our workers or contractors.

· Reported incidents of Workplace Violence and Harassment, will be fully investigated.  Corrective actions will be developed and implemented.

· Retaliation against persons who brings a complaint of actual or perceived violence or harassment is strictly prohibited and dealt with accordingly. However, a complaint that is intentionally fraudulent, frivolous or malicious may be subject to disciplinary action.

· Reasonable action conducted by management as part of normal work function is not generally considered harassment. (ex Work assignments, scheduling, evaluations, workplace inspections, dress code and disciplinary action. 

	DEALING WITH A POTENTIALLY VIOLENT PERSON 
*** IF IMMEADIATE ATTENTION IS NEEDED PLEASE CALL SITE MANAGEMENT *** 
· Focus your attention on the other person to let them know you are interested in what they have to say. 

· DO NOT glare or stare, which may be perceived as a challenge. 

· Remain calm and try to calm the other person. DO NOT allow the other person’s anger to become your anger. 

· Remain conscious of how you are delivering your words. 

· Speak slowly, quietly and confidently. 

· Speak simply. DO NOT rely on official language or complex terminology. 

· Avoid communicating a lot of technical or complicated information when emotions are high. 

· Listen carefully. DO NOT interrupt or offer unsolicited advice or criticism. 

· Encourage the person to talk. DO NOT tell the person to relax or calm down. 

· Remain open-minded and objective. 

· Use silence as a calming tool. 

· Acknowledge the person’s feelings. Indicate that you can see he or she is upset. 

	TIPS FOR NON-VERBAL BEHAVIOUR AND COMMUNICATION 

· Use calm body language — relaxed posture with hands unclenched, attentive expression. 

· Arrange yourself so that your exit is not blocked. 

· Position yourself at a right angle rather than directly in front of the other person. 

· Give the person enough physical space this varies by culture, but normally 1-2 m is considered an adequate distance. 

· Get on the other person’s physical level. If they are seated try kneeling or bending over, rather than standing over them. DO NOT pose a challenging stanch such as: standing directly opposite someone putting your hands on your hips, pointing your finger, waving your arms, crossing your arms.

· DO NOT make sudden movements which can be seen as threatening. 

· DO NOT fight. Walk or run away. Get assistance from security or police. 

	WORKING OUTSIDE OF THE OFFICE

If you work away from a traditional office setting you must exercise extra caution. In many cases you have less or no ability to control your work environment. You may require special training to avoid violence by using conflict resolution and mediation tactics. Nevertheless, the following specific preventive tactics or procedures will minimize or prevent risks associated with working off-site: 

· Have access to a cellular telephone or similar means of communication. 

· Use an established check-in procedure that allows you to manage typical situations you may encounter off-site. 

· Prepare a daily work plan so that you and others know where and when you are expected somewhere. 

· Arrange to meet in a safe environment. 

· Be alert and make mental notes of your surroundings when you arrive at a new or different setting. 

· Use the “buddy system”, especially when you feel your personal safety may be threatened. 

· Determine under which circumstances unaccompanied visiting would involve unacceptable risk. 

· Exercise your right to refuse to work in clearly hazardous situations. 

· Disclose any feelings of discomfort or apprehension about an impending appointment to your supervisor. 

· DO NOT enter any situation or location where you feel threatened or unsafe. 

· Carry hand-held alarms, noise devices or other effective alarm devices. 

	WHEN YOU ARE IN UNFAMILIAR PREMISES
· Check for escape routes and position yourself near an escape route. 

· Mentally rehearse what you will do if an individual becomes aggressive or hostile. 

· Decide what your best preventive tactic will be. 

· Take control of the seating arrangements. If possible, seat yourself near the door. 

· Maintain a “reactionary gap” between you and the person — out of reach of the average person’s kicking distance. Increase the gap by sitting at a table. Be aware of the person’s proximity at all times. 

· Be well prepared for an appointment. Review the available information about the individual(s) you are meeting. 

· Terminate the appointment in a non-confrontational manner if the individual appears to be intoxicated, under the influence of drugs, emotionally disturbed and threatening or out of control. 

· DO NOT allow yourself to be backed into a corner. Leave a clear path to the exit. DO NOT venture too far into the premises e.g. remain near an exit. 

· DO NOT turn your back on the person or enter a room first.

	TERMINATING A POTENTIALLY ABUSIVE INTERACTION 

· Interrupt the conversation firmly but politely. 

· Tell the person that you do not like the tone of the conversation will not accept abusive treatment and will end the conversation if necessary. 

· Tell the person that you will ask them to leave the building, or that you will leave (if working off-site). 

· If the behaviour persists, end the conversation. 

· Ask the person to leave the building or leave yourself. 

· If the person does not agree to leave, remove yourself from the scene and inform your manager or supervisor immediately. 

· DO NOT return to the person if you believe they pose a physical threat. 

· Advise other staff and have them leave the immediate area. 

· Call security or your local police. 

· File an incident report. 

	TRAINING

· Employee Orientations must include a review of these JHAs. 

· All workplace parties will receive training regarding standards of workplace behavior, their roles and obligations and procedures for dealing with any concerns and issues raised. 

	PERSONAL PROTECTIVE EQUIPMENT USE, INSPECTION AND MAINTENANCE 
· Workers on construction projects must wear, at a minimum CSA or Equivalent high visibility vest, head, and foot protection.

· All PPE will be visually inspected by the worker as part of the completion of the Daily JHA.

· All PPE will be inspected on a weekly basis by the Foreman during the completion of the Weekly Workplace Inspection.

· All damaged, broken or equipment missing components will be removed prior to use and replaced by the by the company. 
· Workers are responsible with replacing their safety foot protection.

	INSPECTIONS

· All workplaces will have violence assessment completed on an annual basis, or as often as is needed (based on changing or new conditions). 

· Assessments must identify potential areas where the likelihood or risk of situations is higher. 

· Assessments must identify and document specific control mechanisms implemented.


	Safe Job Procedures (SJP)

	CONDUCTING A RISK ASSESSMENT

1. Senior Management will ensure a violence risk assessment is conducted (Refer to Workplace Violence Assessment Form).  

2. Risk assessments will be conducted by the Health and Safety Coordinator for office locations. Risk assessments will be conducted by Supervisors, as part of a daily hazard assessment for construction related projects. 

3. Any risks identified through this process will result in the development and implementation of a specific violence prevention plan to address said risks.  

4. Our Risk Assessment and Violence Program (conducted for our office locations) will be reviewed by Senior Management on an annual basis (as part of Senior Management Meetings). 

A. These documents will also be reviewed and changes will be made, if the following situations take place:

· Change in nature of the workplace, type of work or work conditions*

· Workers or Health and Safety Representative/JHSC indicate that procedures or programs in place to address workplace violence are inadequate

· Violent incident has occurred  

B. As part of the violence risk assessment process, the following issues will be considered:

· Past occurrences of violence at that workplace 

· Violence incidents that have occurred in similar workplaces

· Potential circumstances and interactions that occur in the course of performing work

· Geographic location and layout of the workplace

· Domestic Violence

C. A violence program plan will be developed to include the following elements:

· A written Workplace Violence and Harassment Policy Statement

· Strategies to minimize and, to the extent possible, eliminate the risk of violence in the workplace

· Training requirements regarding workplace violence for employees, supervisors and contractors 
· Procedures for reporting, documenting and investigating incidents of violence
5. Complete workplace violence assessment forms, and other as needed (based on the type of workplace being inspected)

6. If potential hazards are identified during the completion of the violence assessment, develop and implement preventative controls.
7. Conduct ongoing observations of preventative controls to determine if they are functioning.

	TERMINATING A POTENTIALLY ABUSIVE INTERACTION 

1. Interrupt the conversation firmly but politely. 

2. Tell the person that you do not like the tone of the conversation will not accept abusive treatment and will end the conversation if necessary. 

3. Tell the person that you will ask them to leave the building, or that you will leave (if working off-site). 

4. If the behaviour persists, end the conversation. 

5. Ask the person to leave the building or leave yourself. 

6. If the person does not agree to leave, remove yourself from the scene and inform your manager or supervisor immediately. 

7. DO NOT return to the person if you believe they pose a physical threat. 

8. Advise other staff and have them leave the immediate area. 

9. Call security or your local police. 

10. File an incident report.

	RESPONDING TO A PHYSICAL ATTACK 

1. Make a scene, yell or scream as loudly as possible. Try shouting words like STOP, FIRE or HELP. 

2. If you are being pulled along or dragged, fall to the ground and roll. 

3. Blow a whistle, activate your personal security alarm or push the security alarm. 

4. Give bystanders specific instructions to help you. Single someone out and send them for help. For example, “You in the yellow shirt, call the police.” 

5. If someone grabs your purse, briefcase or other belongings, DO NOT resist. Throw the item to the ground several feet away from the thief and run in the opposite direction, yelling “help” or “fire”. 

6. DO NOT confront the individual.

7. DO NOT chase a thief. 

8. Initiate evacuation procedure immediately.

9. Run to the nearest safe place, a safe office or an open store. 

10. Call security or the police immediately after the incident. 

11. Inform arriving emergency responding personnel of details known to this point.

12. If the attack does not warrant calling the police, and in any case, inform your supervisors or the authorities at your workplace. 

13. File an incident report. 

	REPORTING
*** IF IMMEADIATE ATTENTION IS NEEDED PLEASE CALL SITE MANAGEMENT *** 
1. Workers are required to report any act or threatening statement of violence arising out of their employment, to their respective supervisor, manager, senior management, Health and Safety Coordinator, Health and Safety Manger, Human Resources Manager and/or their JHSC representative.

2. Senior Management will ensure that all violent incidents are investigated.

3. Investigations will be completed by Supervisors, with assistance of the Human Resources Manager, and the Health and Safety Coordinator. 

4. Incidents reported by Supervisors (that affect themselves) will be investigated by the Human Resources Manager, and the Health and Safety Coordinator. 

5. Incident Investigations will determine contributing factors, root cause and follow up actions required. 

	CONDUCTING AN INVESTIGATION

1. Review the details of the report filed by the employee.

2. Interview the employee alleging violence (follow section 7 procedures for interviewing witnesses).

3. Interview the alleged violent person (follow section 7 procedures for interviewing witnesses).

4. Review documents or other evidence that pertains to the investigation (such as emails, notes, photographs, or videos).

5. Conclude if incident is an act of Workplace Violence or Harassment. This must be completed in conjunction with the Human Resources Manager, and the Health and Safety Coordinator. 

6. If reported incidents are substantiated, corrective actions will be developed and implemented. Corrective actions that include a recommendation of Progressive Discipline, will be forwarded to Senior Management for their review.


	Related Workplace Standard References

	· Personal Protective Equipment

· Visitor and Client Interactions
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