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Introduction
It's inevitable that some form of conflict will occur in a work environment, whether
between employees, employees and customers, clients or contractors or employees
involved in domestic situations. Everyone is expected to resolve conflicts without
resorting to threats or violence. The City has a responsibility to investigate incidents of
workplace violence under occupational health and safety legislation. Any threat or
violent act made by or against an employee or City property will beg"investigated and
appropriate disciplinary action will be taken.

What is workplace violence?

continue or may continue in the workplace.
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Roles & Responsibilities

Employee (see Policy: includes City
employees, contractors, suppliers,
volunteers, and members of the public)

Reports all incidents.

Participates in investigations and
implementation of corrective actions,
as requested.

Leader (any employee with direct
report(s))

Makes sure all incidents are reported

Corporate Security

ONN

<

s Environmental and Safety
anagément (ESM) of reported
lace violence incidents as
oudtlined in OH & S Code
requirements.

Facilitates activation of the Threat
Assessment Team as required.

Environmental Wla Er@
(ESM)

Provides general oversight of The
City’s Occupational Health & Safety
Management System (OHSMS) and
incident management standards.

Busmes\%}%

Informs Corporate Security of
reported incidents.

Assists with investigations as
requested.

Triages all incidents with Corporate
Security.

Assists with investigations as
requested.

Threat Assessment Team (TAT)

Gathers and assesses information.
May participate in developing,
implementing, or monitoring a threat
management plan involving
concerns and incidents of workplace
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and domestic violence, where
appropriate.

May be activated as a preventative
measure or as part of an incident
response.

Threat Assessment Team (TAT)
Coordinator

Coordinates trai
the TAT.

ing for members of

onitors the implementation of the
mmendations and referrals
ade by TAT and ensures follow up
on decisions made by TAT.
Maintains and secures all records
and documentation pertaining to a
case/incident.

Produces annual reports on team
statistics and an overview of TAT
activities including training and
education.

Supports members who have been

subjected to threats or violent acts.

Partners with The City of Calgary to
prevent workplace violence.
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Employees
Employees are responsible for reporting all signs and incidents of workplace violence in
accordance with the Workplace Violence Policy.

Employees should not intervene in any violent situation unless they are confident
they can do so without risk of injury to themselves or others.

If a situation presents an imminent threat to an employee’s safety\he ar she should:

location.
e  Summon help from co-workers or other peoplge

8 management group.
by filling out X519 Occupational
Report/Follow-up or X75

Health & Safety Hazardous £on
Occupational Inmdeﬁtﬁ\s\oﬁﬂn%\sf‘qétlon fofms.

\hmg\iiﬁ 268-8868 and ask to speak with an ISC

v Incident e-Reporting Tool.

e Ensuring their employees are familiar with The City’s Workplace Violence and
Respectful Workplace policies.

e Completing hazard assessments and informing their employees of outcomes,
including issues and any actions taken to minimize and/or eliminate danger.

e Ensuring employees are trained in techniques to avoid escalating situations
where applicable, especially if working in high risk environments.

Workplace Violence Procedures | 5


http://mycity/Tools/TemplatesForms/Lists/Forms%20Catalogue/DispForm.aspx?ID=687
http://mycity/Tools/TemplatesForms/Lists/Forms%20Catalogue/DispForm.aspx?ID=687
http://mycity/OurOrg/Dept/CS/OLSH/Safety/Documents/X75-EmployeeIncident.pdf
http://mycity/OurOrg/Dept/CS/OLSH/Safety/Documents/X75-EmployeeIncident.pdf
http://piperspectivecs/eReporting/?workgroupname=Corporate%20Security&key=PPM2000
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e Educating employees on how to report incidents of suspected or actual
workplace violence.

If an incident is taking place, leaders must:

e (Call 9-1-1 for Police assistance if the situation is an emergency.
Call Corporate Security at 403-268-8868 and ask to speak with an ISC
Supervisor.

e Take immediate action to reasonably ensure the safet
of the employee(s).

Once the incident is over and employees are safe, lead

via the Security Incident e-Reporting ToOl.
e Documenting all actions taken for f refe \
Occupational Health & Safety Hazardous carMiss Report/Follow-up

or X75 Occupational Incident Re/porblﬁxestia%m.

ian may be resolved (e.g.,

e Keeping the employee(s) info d¢ ior” has been or will be taken to
resolve the matter.
¢ Implementing recon G \ Ne)p resolve the situation and assist in
preventing further og
e Consulting, referring, i



http://piperspectivecs/eReporting/?workgroupname=Corporate%20Security&key=PPM2000
http://mycity/Tools/TemplatesForms/Lists/Forms%20Catalogue/DispForm.aspx?ID=687
http://mycity/Tools/TemplatesForms/Lists/Forms%20Catalogue/DispForm.aspx?ID=687
http://mycity/OurOrg/Dept/CS/OLSH/Safety/Documents/X75-EmployeeIncident.pdf
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The best measure to protect individuals from workplace violence is prevention. There
are a number of tools and resources available to leaders and their employees to help
prevent workplace violence incidents.

Hazard Assessments
Hazard assessments are completed by leaders in conjunction wit
advisors. These assessments are conducted regularly, including
changes are made to a work area.

husiness unit safety
q_significant

Hazard assessments must address, but are not limited

The physical layout of the work area.

Personal safety

Cash handling support

[ )

[ )

e Internal theft protection

[ )

® Bomb threat management
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Corporate Security
All incidents of workplace violence must be reported to Corporate Security. If an
employee is in imminent danger, Corporate Security will:

¢ Dispatch a security guard to assist in the situation, providing the security guard is
not put at risk.

e Dispatch a security advisor or team lead to assist in the situation, providing they
are not put at risk.

e Activate the Threat Assessment Team to respond and

Corporate Security will report workplace violence incid%tito
appropriate business unit safety advisor or at safety@c rnsca.

report incidents to the Police if deemed appropria

a result of the completed investigation.

In cases where workplace violence incidents are reported directly to the Police,
Corporate Security will assist with the investigation.
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Corporate Security may require a coordinated response between multiple business
units to conduct an investigation in some circumstances. If necessary, Corporate
Security will activate the Threat Assessment Team (TAT) to help coordinate this
response.

The TAT will consist of members representing the following areas:

TAT Coordinator

Corporate Security

HR

Management from affected business unit (s)

Additional members may consist of representative

Police

ESM

Unions or associations

Other professionals (e.g. psych

aunications)
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TAT Coordinator

The TAT Coordinator will be responsible for coordinating training for TAT members. At
the time of an incident the Coordinator will be responsible for assembling appropriate
team members based upon specific situational requirements. The Coordinator will chair
the TAT meetings and will arrange for expert advice for the team as required. The TAT
Coordinator will communicate with the stakeholders on behalf of the TAT. They will
ensure follow up on decisions made by the team and monitor the jmplementation of

will produce time specific management reports on team stati
an overview of their activities including training and edugat

Environmental & Safety Management
ESM will establish and review the incident ma

audits under ESM’s review.

Business Unit Safety Adviso
Business unit safety advisors wi
how to report potential or ag

gchnical assistance, such as
ncidents to Corporate Security as
grs. The business unit safety advisor
der to investigate reported incidents and
yement and ESM in forwarding legislatively
s as required by the Occupational Health

will also provide techn
complete and work

to the LabourRelations Policy, Exempt Staff Policy, or other agreements in place.

Unions & Associations
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Unions and Associations play a critical role in supporting members who have been
subjected to threats or violent acts in the workplace.

City unions and associations are invited to be active partners in preventing workplace
violence issues. All unions and associations are encouraged to:

Have their executives, officers and stewards participate in equcation and training
programs on workplace violence.

Promote The City’s Workplace Violence Policy and Pros
at meetings.

materials.
Participate in site-specific procedures to dete
threats and violent acts.

attention by members.
Refer members to City-provided res
safety advisors, Corporate Secu
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Contacts & Resources

Calgary Police Service
Emergency phone: 9-1-1
Non-emergency phone: 403-266-1234

Emergency situations

Corporate Security e |nvestigations

Phone: 403-268-8868 o <

Security Incident e-Reporting Tool o
° dents
[ J

Environmental & Safety Management .

Business unit safety advisors
http://safety

Human Resources
HR Service Centre: 403-268-5800
http://myCity/HR

S

“e\Questio

alout Employee Family
ssistance*Program and resources

City of Calgary Policies
Administration Policy Library

Labour Relations: 403268)\\x\

Wplace Violence Policy

spectful Workplace Policy
Labour Relations Policy
Occupational Health and Safety
Policy
Substance Use Policy

rogram

Employee Famil istance
(EFAP) N

Phone: 1-800-663-41
www.horewoodhu solutiens.com

o

Counseling for employees who
have been threatened or involved in
a violent incident at work, either as
victim or instigator

Referral to external resources (e.g.,
victim support services)

Assistance on determining fithess
for work

Anger management courses
Critical Incident Stress
Management (CISM)

Legislative References

Alberta Occupational Health and
Safety Act, Regulations and Code
Criminal Code



http://piperspectivecs/eReporting/?workgroupname=Corporate%20Security&key=PPM2000
http://safety/
http://mycity/HR
http://mycity/OurOrg/Dept/CorporateAdmin/ManagerOffice/AdministrationPolicy/Pages/Administrationpolicylibrary.aspx
http://www.homewoodhumansolutions.com/

