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Workplace Violence Prevention Training Outline

Information and training for all employees:

. Overview of requirements of the Workplace Violence regulations

a.

Develop a Written Policy Statement — Employers must develop a written

policy statement about the employer’s workplace violence prevention program
goals and objectives and provide for full employee participation through an
authorized employee representative. The policy statement must be posted
where notices to employees are normally posted.

Conduct a Risk Evaluation — Employers must examine their workplace to

determine if existing or potential hazards exist that might place employees at
risk of occupational assaults or homicides.

Develop a Workplace Violence Prevention Program — Employers must
develop a program, with input from employees or an authorized employee
representative, that, among other things, includes the following: risk factors
identified through the risk evaluation; how the identified risks will be
addressed; the methods that will be used to try and prevent workplace
violence incidents; a system to report and record any workplace violence
incidents that occur in the workplace; a written outline or lesson plan for
employee trainings; and a plan to review and update the program at least
once a year. Only employers with 20 or more full-time permanent employees
are required to maintain a program in writing.

. Provide Training and Information for Employees — Employers must provide

each employee with information and training on the risks of workplace
violence in their workplace(s) at least once a year and any time significant
changes are made to the workplace violence prevention program. FLLS
Employees shall receive training and a certificate each year. Appropriate
employees will also receive separate training on arming/disarming the
building’s security alarm.

Il. Other policies that may be relevant
a. Sexual Harassment Prevention
b. Emergency Closing

lll. Risk factors specific to the workplace that were identified in the risk evaluation

a.

b.

Findings — Some employees may be work alone for short periods of time,
usually less than 1 hour.

Measures that employees can take to protect themselves from the identified
risk — Employees that work alone should only empty the outdoor book-drop
during regular hours when others are present in the building. The system
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works to provide adequate staffing so that no one works alone for extended
periods of time.
. Procedures to report incidents of workplace violence — Harassment/workplace
violence should be reported promptly to the Executive Director, or in his/her
absence, the designee in charge. Verbal notification to the Executive Director
(or Personnel Committee in the case of the Director) shall be followed up
within 48 hours by a written narrative detailing the incident(s). Prompt
notification is necessary so that the Executive Director may conduct a full and
objective investigation into the allegations in a timely manner. If the
Executive Director determines that a violation of the Harassment or
Workplace Violence policy has occurred, appropriate discipline may be
imposed, up to and including termination. Bargaining Unit Employees, see
UAW contract.
. Location of the written workplace violence prevention program and how to
obtain a copy — Forms are located in The Executive Director’s office in the
purple “Workplace Violence Prevention Program” binder, along with other
relevant documentation including Risk Assessment and Mitigation Efforts.
Copies of the documentation may be requested at any time.
. Miscellaneous — Evacuation maps are located throughout the building and in
the purple binder. Emergency numbers are posted by every phone. In the
event of a life-threatening emergency, please call 911. For all other serious
situations, please call the appropriate agencies and Sarah Glogowski, 607-
280-3047 (cell).

IV. Privacy Concerns
a. How will sensitive information be handled? Any incidents that employees wish

to keep private will be stored in a locked file cabinet and labeled “Privacy
Concern Case;” a brief synopsis of the incident with all identifying information
removed shall be kept in the purple binder*. All other completed forms will also
be kept in the purple binder.

*Note: Information otherwise kept confidential for security reasons does not have to be
disclosed to all employees. Examples of confidential information include but are not
limited to information that would interfere with law enforcement investigations or judicial
proceedings, would deprive a person of a right to a fair trial, would identify a confidential
source or disclose confidential information relation to a criminal investigation, would
reveal criminal investigative techniques or procedures except routine techniques and
procedures, or would endanger the life and safety of any person.
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FINGER LAKES LIBRARY SYSTEM

Workplace Violence Prevention
Assessment of Relevant Policies, Practices, and Procedures

Instructions: Conduct an assessment of policies, work practices and procedures that

may impact the risk of workplace violence.

Relevant Policies, Practices, &
Procedures:

Record the results of the assessment
and any associated risks below.

Workplace Violence Policy, revised by
FLLS Board of Trustees 6/22/2011

Sexual Harassment Prevention Policy,
revised by FLLS Board of Trustees
5/17/2023

Emergency Closing Policy, adopted by
FLLS Board of Trustees 4/15/2020

Employees that work alone should only
empty the outdoor book-drop during
regular hours when others are present in
the building. The system works to provide
adequate staffing so that no one works
alone for extended periods of time.
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Workplace Violence Prevention

List of Risk and

Identified Risk # __ 1

Some employees may be work alone for
short periods of time, usually less than 1
hour.

Mitigation Efforts

r—— 1l
- 17

!

Employees that work alone should only
empty the outdoor book-drop during
regular hours when others are present in
the building. The system works to provide
adequate staffing so that no one works
alone for extended periods of time.

Identified Risk #

Identified Risk #

Identified Risk #
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Workplace Violence Prevention
Workplace Violence Incident Report

incident.
Include the following:

Name of employee reporting the
incident (unless a “privacy concern
case”);

Names and job titles of involved
employees;

Name or identified of other
individuals involved;

Natures and extent of injuries
arising from the incident;

Names of witnesses;

Events leading up to the incident
and how the incident ended; and
Any other relevant information.

1. Date of Incident 1.
2. Time of day/shift when the incident | 2.
occurred:

3. Workplace location where the 3.
incident occurred:

4. Provide a detailed description of the | 4.

Note: If the case is a “privacy concern case,” remove the name of the employee who was the
victim of the workplace violence and enter “PRIVACY CONCERN CASE” in the space normally

used for the employee’s name. Privacy concern cases include cases involving:

Injury or illness to an intimate body part or reproductive system;
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

Other injuries or llinesses, if the employee independently and voluntarily requests that

their name not be entered on the report.
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