‘(S Swan Valley School Division Administrative Procedure Manual

Ready to Succeed Safe Schools

Violence Investigation Procedure
AP: 216

VIOLENCE INVESTIGATION PROCEDURE

Investigating Violent Incidents

1.

The Violent Incident Report must be completed for all violent incidents, including situations
where there is a reasonable expectation that the incident or threat may become violent in the
future.

. The supervisor will review all incidents that are reasonably expected to become violent. The

current procedures will be reviewed, and additional steps may be taken to prevent future
violence.

The supervisor will investigate all reported incidents of actual violence. Investigations may
include Workplace Safety and Health representatives or necessary agencies if the incident
is deemed serious in nature.

All Violent Incident Reports will be sent to the Superintendent/CEO and Student Services
Achievement Coordinator. If supports are required, the Student Services Achievement
Coordinator will be notified the day of the incident. Otherwise, the Student Services
Achievement Coordinator will be reported to weekly.

How to Start the Investigation

It is important to try to obtain, if possible, the complainant’s allegations in writing.
This ensures that you are clear on what she/he is saying happened.

Determine who should do the investigation.

Prepare a list of people to interview and revise it as needed.

Take steps to minimize potential contact between the complainant and the person alleged
to have committed the harassment or violence until the issue is investigated and resolved.

Prepare a general outline of what to ask each individual who will be interviewed.

Conducting the Interview of the Complainant

Inform the complainant of the steps the Division will be taking in the investigation and
confirm that the Swan Valley School Division takes the complaint seriously.

Explain that the Swan Valley School Division will not permit any retaliation against the
complainant and that if that occurs, she/he should let the Division know right away.

Get the complainant to tell his/her story and ask for specific details.
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e Some of the questions you will likely want to ask include:
1. When did the incident or conduct occur? Where did it occur?
2. What was said/done?

3. Were there previous incidents or similar behavior toward this complainant another
employee?

4. What did the complainant say or do to indicate to the person alleged to committed
harassment or violence that the conduct was unwelcome?

5. Did the complainant tell any other workers about what happened?

6. Did the complainant make any notes about what happened?

7. Were there any witnesses and if so, who?
Interviewing the Person Alleged to Have Committed Harassment or Violence
e Explain the allegations in detail.

e Inform the person against whom the allegations were made of the steps the Swan Valley
School Division will be taking in the investigation and confirm that the complaint will be
taken seriously.

e Explain that the Swan Valley School Division will not permit any retaliation against the
complainant and that if there are attempts to do so, there will be disciplinary action.

e Ask the person alleged of harassment or violence to reply to the allegations, preferably in
writing.

e Determine the nature of the relationship between the complainant and the person against
whom the allegations are made (ex: dating, sexual, social, working).

e Determine whether the complainant ever complained about any of the alleged actions and
how the person alleged of harassment responded.

e Ask for names of all witnesses the person alleged to have committed harassment or
violence thinks should be interviewed as part of the investigation.
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Conducting Witness Interviews

e Interview all witnesses identified by the complainant and alleged harasser to ensure the
appearance of an unbiased investigation.

Explain:

o why the interview is taking place

o how the information may be used

o importance of complete and accurate facts

o importance of the names of all possible withesses

o the Swan Valley School Division’s position on retaliation
e Take detailed notes, including:

o name of witness

o date and time of interview who was
present questions asked

o what witness said
o Ask the witnesses to explain what they might have seen or heard. Get the details:
v" What, when and where did it happen?
v" Who was present?
v" Who did and said what to whom?
v' Was the incident an isolated event or part of a pattern?

Concluding the Investigation

e The investigator should prepare a report of the investigation and determine whether the
complainant’s allegations were proven.

o |If the report finds that harassment or violence has taken place, the employer should
determine reasonable steps to be taken to end the harassment or violence and prevent
a repeat.
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e The employer must meet separately with the complainant and the person who has been
alleged of harassment or violence to explain the investigation process, conclusions and
any disciplinary action taken or other steps put in place to stop and avoid a repeat of the
offensive conduct. If the results of the investigation are inconclusive, the employer
should explain that the investigation was unable to determine the events that occurred
and that the Division will monitor the situation to ensure no further offensive conduct
occurs.

Workplace Summary Report

This report is sent to the Workplace Safety and Health Co-Chairs and Officer by the Student
Services Achievement Coordinator before each committee meeting to be included in the
agenda. The summary will include:

1) Number of Incidences
a) Physical
b) Verbal
c) Physical (requiring medical attention)
d) Physical (resulting in loss of work/time)
2) Number of times NVCI teams physically retrained

The forms can be found on the SVSD website under the Workplace Safety and Health tab:

-(S SVSD % Incident Investigation Report

Violent Incident Report

CCOHS Psychological Health And
Safety Link

KiiHealth Membership For Support
Staff

Support Staff Notice Of Injury Green
Card

Teaching Staff - Kii Health
MNear Miss Report

Incident Investigation Report

Violent Incident Report —
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VIOLENT INCIDENT REPORT FORM SUAN VALLEY
SCHQDL DIVISION

1. GENERAL INFORMATION Completed by feacher/siaf member
Date of Incident:

Time: am.[] pm[]
No. of Incidents:
Reporting Staff Member: lob Titte: —

School Building:
2. INFORMATION ABOUT OFFENDER Completed by teacher/staff member
Student Name: Other gpeciy name)
Location of incident gplease spectfy exact lncation):

classroom playground halls school bus other(deftails)
recess before school noon after school

Type of assault: | verbal [ | Physical [] | Near miss [
3. DETAILED DESCRIPTION OF INCIDENT Completed by teacherfstaff member
Name of Supervisor notified;
Police involvement? None [] Consultation[ /| Direct [
WSH School Rep consulted? Yes [ No il
‘Was a physician consulted? Yes [] No ]
Medical treatmentyuescrize):
Payroll/Benefits notified winia 3 days? Yes [] No i
Did an investigation by the principal occur? Yes [] No []
Superintendent notified? Yes [] No [
4. IMMEDIATE ACTION TAKEN BY EMPLOYER/PRINCIPAL Completed by Principal
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VIOLENT INCIDENT REPORT FORM SAAN IALLEY

SCHQDL DIVISION

5. DIRECT & INDIRECT CAUSES
(attach pictures/g raphs, etc.) Completed by Principal

# What was the antecedent that led to this incident?

» What was the function of the behaviour?

attention task avoidance other plemse explain

6. CONTROL MEASURES Completed by Principal
¥ What arc we as a team going to do differently next time? piease explain

¥ Implementation of New Measures

establish proactive/reactive measures Behavior Plan
(irciuding when and how to remove a studsnt)

different room arrangement WEVAS, NVCIL et
____ Student Services consult ___ protective clothing/equipment

(Consilt cowmselar, OT, 85 psycholagist, eic )
Other{please explain)

Staff Member Date:
Signature:
Principal Date:
Signature:

Completed Document - Principal Checklist
1. Ensure ALL staff members are safe.
2. Confirm Teacher/Staff Member information portion is complete — along with all other information.
3. Identify immediate action taken.
4. Ensure Direct & Indirect Causes are identified and recorded.
5. Debrief with emplovees and establish proactive measures to eliminate and control further violence.
6. Forward a hard copy of the completed form to the Student Services Achievement Co-Ordinator
7. A Summary of Incidents shall be forwarded by the SSAC to the WSH Officer & co-chairs before
each WSH Divisional meeting.
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