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Policy

It is the policy of the Department of Youth Services that all staff at any location will function in an atmosphere free of violence from other staff, the general public, and family members.  DYS will not tolerate workplace violence in any program, on any property, or in any vehicle in which DYS or related Commonwealth business is conducted.  In compliance with Executive Order No. 442, this policy is intended to prevent and eliminate workplace violence at DYS.  All reports of workplace violence will be taken seriously and investigated.  
This policy is not intended to address violence that may occur in DYS programs in staff:client or client:client interactions which is addressed in separate policies.
Procedure
A. Definitions
1. The following definitions shall have the meanings assigned to them in this policy for purposes of interpreting this policy.

Location Manager:  the manager of a DYS funded program or location.
Staff:  any DYS employee, volunteer, intern, individually contracted employee, support contract worker, and provider staff in any DYS work place.

Warning Signs:  includes, but is not limited to, a history of violent behavior, frequent use of profanity or sexual comments, lack of impulse control, frequent complaints, challenges to authority, substance abuse, undue anxiety, stress, anger, or frustration, blaming of others, negative responses to constructive advice, inappropriate discussion of weapons, access to weapons, poor relations with co-workers, ignores workplace safety rules, or shows an obsessive interest in a co-worker.
Workplace: includes any location where DYS or the Commonwealth’s business is conducted, including public or private programs, property, or vehicles.

Workplace Violence: includes, but is not limited to, any direct or indirect threat of physical harm, violence, harassment, aggression, intimidation, bullying, stalking, or any other behavior that causes a reasonable person to be in fear or causes disruption in workplace productivity.  The means to carry out workplace violence may include, but are not limited to, use of oral, written, and electronic communication, gestures, photographs or drawings, damage to property, concealment or display of a weapon, or any other show of force.
2. Terms that are defined Policy #01.01.04, “Policy Definitions” shall have the meanings assigned to them in that policy, unless a contrary meaning is clearly intended.

3. Terms not defined in Policy #01.01.04 or in this policy shall have the meanings assigned to them by reasonably accepted standard dictionary definitions of American English.

B. Workplace Violence is Prohibited
1.
Workplace violence while DYS business is being conducted is prohibited and will be subject to discipline. 

.

2.
Any use of DYS or Commonwealth of Massachusetts resources to engage in workplace violence is prohibited and will be subject to discipline.  A non-exhaustive list of examples of resources are work hours or break times, computers, fax machines, scanners, vehicles, interoffice mail, telephones, pagers, beepers, PDA’s, or any other property, supplies, or equipment.
C.
Identification and Reporting
1. All staff shall be sensitive to and cognizant of the warning signs that may foreshadow an act of workplace violence.  Staff should immediately report warning signs to a supervisor.
     2.
A person exhibiting any one of the warning signs may not necessarily be contemplating workplace violence.  Supervisors, however, should monitor staff who exhibit warning signs, especially multiple warning signs, and immediately report concerns to the Location Manager.  
3.
All allegations or incidents of workplace violence must immediately be reported to the Location Manager or designee verbally and followed by a written incident report before the end of the shift. 
4.
The Location Manager or designee shall take immediate steps to ensure the safety of the alleged victim, other staff and clients, up to and including calling the state or local police.
5.
The Location Manager or designee shall immediately take steps to preserve any evidence.

     6.
The Location Manager or designee must file a Serious Incident Report, in accordance with DYS Policy No. 01.03.05, in order to notify the Communication Information Center (CIC) in Boston, and regional managers.  
     7.
The Location Manager or designee shall also notify the General Counsel’s Office and the DYS Human Resources Director no later than the next business day.  

     8.
Any staff who fails to report workplace violence will be subject to discipline, up to and including termination. 

D.
Response to Individual Instances of Workplace Violence
     1.
DYS is committed to providing support to victims of and witnesses to workplace violence.

     2.
Any staff member alleged to have committed workplace violence may be placed on administrative leave or temporarily reassigned pending an investigation of the matter.  The letters notifying the staff member of these actions will include a provision that the staff member shall have no contact with the victim and may include witnesses.  Violations of the no contact provision will be subject to discipline, up to and including termination. 

     3.
The DYS Human Resources and Victim Services units, in conjunction with the DYS General Counsel’s office, shall work with the victims of workplace violence to address any personnel and legal issues, and develop a Safety Plan. 
4. DYS staff may utilize the Commonwealth’s Employee Assistance Program (EAP) for counseling and other services.  EAP is free and confidential.

5. All other requests for victim or witness support shall be addressed to the Directors of the DYS Human Resources and Victim Services Units. 

6. The Location Manager will take steps to address the needs of any client witness.
E.
Investigation

1.
The DYS General Counsel’s office will review all allegations of workplace violence and consider them for investigation. 

2. DYS Investigators will coordinate with any law enforcement or other agencies who may also be involved. 
3.
Any staff member who makes false allegations of workplace violence is subject to discipline, up to and including termination.

F.
Retaliation

1.
DYS will not tolerate retaliation by any staff toward another staff or client. 

2.
Retaliation will result in discipline, up to and including termination.

G.
Training

1.
DYS will provide training for its staff members about workplace violence awareness and prevention, including this policy.
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