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APPENDIX A

South Shore Violence in the Workplace - Reporting Process

Regional Centre for Education

Incident of Violence occurs (1,2,3,4)
Employee to report the incident to Principal/Supervisor immediately and
provides details on Violence in the Workplace Incident Report

Principal/Supervisor to investigates promptly, completing the
Violence in the Workplace Incident Report

Principal/Supervisor to ensure preventative actions are implemented, including revising the existing
Prevention Procedures for that particular risk. If this involves revising a student’s BMP or IPP,
the appropriate Program Planning team members will be consulted.

Principal/Supervisor to notify the employee and the JOHSC/Rep of the preventative actions taken.
Any revised Prevention Procedures, including relevant preventative information
in student’s BMP or IPP, shall be provided to all affected employees.

Employee is satisfied with
preventative actions

Employee is unsatisfied with
preventative actions

Employees reports the situation in writing to JOHSC/Rep
(the SSRCE H&S Manager to be notified)

JOHSC/Rep to investigate and make written recommendation to remedy

Employee is satisfied with remedy Employee is unsatisfied with remedy or

JOHSC/Rep is unsatisfied delay in response to
recommendations (5)

Matter is reported to the OHS Division, Department of Labour.
An OHS Office investigates situation, determines adequacy of
preventative actions or responses and may issue an order.
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Violence in the Workplace is: Threats, including a threatening statement or threatening behavior that gives an employee
reasonable cause to believe they are at risk of physical injury or conduct or attempted conduct of a person that endangers an

employee’s physical health or safety.

To be considered Violence in the Workplace, the incident must be directed towards at least one employee.

If the incident is directed from an employee, that employee’s Supervisor and Human Resources must be informed immediately.

If the incident may potentially lead to criminal charges, the matter is to be reported to police authorities.

Response to written recommendations indicating acceptance or reasons for disagreement made by JOHSC/Rep must be made
within 21-day. If 21-day response is not reasonably possible, an indication of when response will be made.



