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POLIC Y

Non-Instruction/Business

Operations

WORKPLACE VIOLENCE PREVENTION

The Madrid-Waddington Central School District is committed to maintaining a work
environment that is safe and free from violence. Workplace violence presents a serious
occupational safety hazard to both public employees and to the general public. To ensure a safe
workplace and to reduce the risk of violence and intimidation, all employees are expected to
review and understand all provisions of this Workplace Violence Prevention Policy.

The term “workplace violence” is defined as any physical assault or acts of aggressive behavior
occurring where a public employee performs any work-related duty in the course of his or her
employment, but not limited to:

® An attempt or threat, whether verbal or physical, to inflict physical injury upon the
employee;

® Any intentional display of force which would give an employee reason to fear or
expect bodily harm;

e Intentional and wrongful physical contact with a person without his or her consent that
entails some injury; and

e Stalking an employee with the intent of causing fear of material harm to the physical
safety and health of such employee when such stalking has arisen through and in the
course of employment.

The District prohibits workplace violence and will not tolerate violence, threats of violence, or
intimidating conduct in the workplace. Threats, threatening behavior or acts of violence against
employees on District property will be thoroughly investigated in accordance with this Policy
and appropriate action will be taken, including summoning law enforcement when warranted.
All employees are responsible for helping to create and maintain an environment of mutual
respect, assisting in maintaining a safe and secure work environment, and following all policies
and procedures.

Incident Response Team
Superintendent

Building Principals

Head of Building and Grounds
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WORKPLACE VIOLENCE PREVENTION (Cont’d)

Risk Assessment

The Incident Response Team and Employee Representatives will, at a minimum, annually
conduct a risk assessment. The risk assessment will include, but not be limited to:
entrances/exits to District buildings, public access, parking lots, athletic fields, school buses,
work stations, and an examination of the locations of closed circuit surveillance cameras. The
assessment will also review risk factors including, but not limited to: identifying which
employees work in public settings; work late at night or early in the morning; exchange money
with the public; work alone or in small numbers; work in a location with uncontrolled public
access; and areas previously identified as security risks or problems. The District may utilize the
following methods to mitigate instances of occupational violence: making high-risk areas more
visible to more people; installing good external lighting; using drop safes or other methods to
minimize cash on hand; providing training in conflict resolution and non-violent self-defense
responses; establishing and implementing reporting systems for incidents of aggressive behavior;
documenting incidents of workplace violence; and maintaining accurate and up-to-date records.

As part of the annual assessment, the Incident Response Team and Employee Representatives
will separately review records of workplace violence incidents, log of work-related illnesses or
injuries (including those set forth on Forms SH900 [Form 1], SH900.1 [Form 2], and SH900.2
[Form 3] annexed herein as Addendum B), and workers’ compensation cases from the prior
12-month period. The purpose of this review is to identify patterns in the type and cause of
injuries, particular areas of the workplace, specific operations involved, or specific individuals
involved. The District will also review the effectiveness of any prior mitigating action to reduce
or eliminate workplace violence. Lastly, the District will review its practices, procedures, and
policies that may impact risk of workplace violence to determine whether they should be revised.

Following the assessment, the Superintendent, or designee, and the Incident Response Team will
document the following:

The risk factors identified in the risk assessment;
The methods that the District will use to address the risks identified in the risk
assessment;
The methods that the District will use to prevent workplace violence incidents;
Controls that will be used to eliminate or reduce risks, including, but not limited to:
o Engineering controls (e.g., a physical barrier); and
o Work practice controls (e.g., a policy or procedure).
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WORKPLACE VIOLENCE PREVENTION (Cont’d)

Training of Employees

Employees will receive workplace violence prevention training following their initial date of hire
and at least annually thereafter. The training will, at a minimum, include:

A review of this policy and the related forms;

The requirements of the New York State workplace violence regulations;

The risk factors identified in the risk assessment;

The measures that employees can take to protect themselves from the identified risks;
A review of steps that the District has taken to reduce or eliminate identified risks (e.g.,
procedures, work practices, alarms, etc.);

Notification and reporting procedures; and

The location of the Workplace Violence Prevention Policy, related forms, and how
employees may obtain copies.

Reporting Procedures

Any person experiencing or witnessing imminent danger or actual violence involving weapons or
personal injury should call 911 immediately.

It is the responsibility of all employees to promptly report any incident that the employee in good
faith believes to constitute workplace violence. All incidents are to be reported to their
immediate supervisor, building principal and/or Human Resources within 24 hours of when the
incident occurred. If the incident involves their immediate supervisor, the incident should be
reported to the building principal or the Human Resources department. This includes threats by
employees, as well as threats by students, parents, contractors, visitors, or other members of the
public. When reporting a threat of violence, employees should be as specific and detailed as
possible. While the report can be in any form, it is preferable that the employee use the
Workplace Violence Incident Report form, annexed here as Addendum A.

All suspicious individuals or activities should also be reported as soon as possible to a
supervisor. Employees should not place themselves in danger. If an employee sees or hears a
commotion or disturbance near their work area, the employee should not try to intercede or see
what is happening.
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Supervisors and all Incident Response Team members are responsible for the observation of all
personnel and identification of potential workplace violence exposures. Supervisors and Incident
Response Team members must report observed incidents of workplace violence and potential
risks.

The report must include the following information:

The workplace location where the incident occurred;

The time of day/shift when the incident occurred,;

A detailed description of the incident including the events leading up to it and
how it occurred;

The names and job titles of the employees involved;

The name or other identifier of other individual(s) involved;

If applicable, nature and extent of injuries from the incident; and

Names of witnesses.

The District will promptly and thoroughly investigate all reports of threats of (or actual) violence
and of suspicious individuals or activities. The identity of the District employee making a report
will be protected to the extent possible consistent with an adequate investigation and appropriate
corrective action. The findings of the investigation will be presented to the Superintendent and,
if appropriate, the Board of Education for review and response. If necessary, in response to any
workplace violence finding, the Superintendent (or designee) and Incident Response Team will
review the plan that was developed following the last risk assessment and determine whether
modifications are required.

Confidentiality

Pursuant to the Freedom of Information Law, documentation related to the risk assessment or
workplace violence incidents will not be subject to disclosure if it would: interfere with law
enforcement investigations or judicial proceedings; deprive a person of a right to a fair trial or
impartial adjudication; identify a confidential source or disclose confidential information relating
to a criminal investigation; endanger the life or safety of any person; or for any other lawful
reason.
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The District will treat workplace violence incidents involving the following injuries or illnesses
as personal privacy cases and will withhold all information related to these incidents as is legally
allowed:

An injury or illness to an intimate body part or the reproductive system;

An injury or illness resulting from a sexual assault;

Mental illness;

HIV infection;

Needle stick injuries and cuts from sharp objects that are or may be contaminated
with another person’s blood or other potentially infectious material; and

e Other injuries or illnesses, if the employee independently or voluntarily requests
that his or her name not be entered on the Workplace Incident Report.

Personal privacy cases will be designated where noted on the Workplace Violence Incident
Report form. Prior to disclosing a copy of a Workplace Incident Report that is a privacy concern
case, the District will redact the name of the employee who was the alleged victim and any
witnesses. This requirement does not apply to disclosures to the Commissioner of Labor.

Retaliation

The District prohibits retaliation against employees who, in good faith, report workplace violence or
participate in an investigation into an allegation of workplace violence. Employees may be subject to
discipline for, e.g., submitting a report in bad faith or misrepresenting information during the
District’s investigation.

Recordkeeping

Records related to workplace violence incidents shall be prepared and maintained in accordance with
New York State Labor Law §27-b, 12 N.Y.C.R.R. Part 801, and the retention schedule set forth in
LGS-01.

Adoption Date: January 17, 2024




