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This procedure must be read in conjunction with the ACT Education Directorate’s Work Health Safety and Wellbeing Policy, the Managing Psychosocial Health and Safety Procedure and the ACT Public Service’s 
[bookmark: _Toc210382186]Overview
All workers have the right to be safe at work. The Education Directorate (the Directorate) has a duty of care under the Work Health and Safety Act 2011 (the WHS Act), Work Health and the Safety Regulation 2011 to ensure, as far as reasonably practicable, the health and safety of workers including providing a safe work environment.
The purpose of this procedure is to ensure the Directorate implements systems to protect the work health and safety of its workers by preventing and managing exposure to occupational violence as a result of their work. 
Occupational violence, also known as workplace violence, is any incident where a staff member is abused, threatened, or assaulted in circumstances arising from their work, by someone other than another staff member. It covers a wide range of behaviours that can be a risk to the health and safety of staff. It can be one unexpected incident or a series of repeated incidents. The most common form of occupational violence is aggression and verbal abuse.
Occupational violence may not always begin in a critical or extreme situation; it sometimes follows a pattern of escalating behaviour – from agitation, expressed anger or frustration, and intimidating body language to verbal abuse and threats, physical threats, sexual harassment or assault of any kind.
Occupational violence is not limited to incidents that occur in the workplace. It can also include violence that occurs away from the workplace but is a result of the work.
[bookmark: _Hlk183791827]Staff on staff or student on student violence (i.e. verbal aggression, bullying and harassment) is not covered by this procedure. Staff on staff violence is addressed in the ACT Government Respect, Equity and Diversity Framework and the Public Sector Management Act 1994. Student on Student Violence is addressed in the Safe and Supportive Schools Policy and the Suspension, Transfer or Exclusion of a Student Policy. 
This procedure constitutes the Directorate’s Occupational Violence Management Plan.
[bookmark: _Toc210382187]Rationale
Occupational violence is unacceptable. The Directorate takes a risk management approach to work health and safety and is committed to managing the risks associated with occupational violence and providing support to staff who are impacted by it.
This procedure sets out the Directorate’s commitment to:
a. preventing occupational violence
b. identifying hazards and eliminating risks related to occupational violence so far as is reasonably practicable 
c. minimising staff exposure to occupational violence
d. reporting, responding to and supporting staff when occupational violence occurs; and
e. continuously reviewing and evaluating responses to occupational violence enabling the analysis of incident trends at a local and system level.
The Directorate acknowledges its obligations under the WHS legislation, ensuring these are met in alignment with human rights and anti-discrimination laws. In a school setting, a safe workplace enables staff to provide high quality teaching and learning and the ability to respond to individual student need. 
Roles and responsibilities under the WHS legislation are complex. Refer to Annexe A Staff responsibilities in relation to occupational violence. 
[bookmark: _Toc193194754][bookmark: _Toc193197941][bookmark: _Toc193198066][bookmark: _Toc193204458][bookmark: _Toc193282574]Procedures
[bookmark: _Toc169530495][bookmark: _Toc210382188]System level occupational violence risk management approach
Prevention is the most effective form of risk management, and the Directorate prioritises the management of risk related to occupational violence by eliminating or minimising hazards where possible and implementing effective controls to manage any remaining risk.
The Directorate’s Risk Management Policy requires managers and supervisors to assess hazards and risks including occupational violence in the workplace, undertake dynamic risk assessments, and document risks in a workplace risk register. 
Risk assessments may need to be developed in relation to a specific scenario/event or a person’s behaviour. An Occupational Violence Risk Assessment (OVRA) aims to identify the most effective control/s to mitigate the risk (refer to Section 5). 
[bookmark: _Toc180574018]The Directorate implements systems to ensure staff are involved in decision making processes about identification and management of occupational violence. This ensures staff are aware of the risks and control measures and their input is considered as part of the risk assessment process.
In addition to this procedure a suite of training and information has been developed to ensure staff are aware of the hazards relating to occupational violence and the risk mitigation strategies to keep them safe.
The Directorate monitors and analyses system wide data on emerging risks, risk management effectiveness, analysis of performance measures, any developments in best practice for risk mitigation and controls and feedback from workers and Health and Safety Representatives (HSRs) to inform the adequacy of this procedure and related policies.
Refer to Annexe B Directorate occupational violence prevention strategies for further information on prevention strategies implemented by the Directorate at a system level.
[bookmark: _Toc184118685][bookmark: _Toc184197917][bookmark: _Toc184201283][bookmark: _Toc184201482][bookmark: _Toc184201573][bookmark: _Toc184201724][bookmark: _Toc184118686][bookmark: _Toc184197918][bookmark: _Toc184201284][bookmark: _Toc184201483][bookmark: _Toc184201574][bookmark: _Toc184201725][bookmark: _Toc184118687][bookmark: _Toc184197919][bookmark: _Toc184201285][bookmark: _Toc184201484][bookmark: _Toc184201575][bookmark: _Toc184201726][bookmark: _Toc184118688][bookmark: _Toc184197920][bookmark: _Toc184201286][bookmark: _Toc184201485][bookmark: _Toc184201576][bookmark: _Toc184201727][bookmark: _Toc184118689][bookmark: _Toc184197921][bookmark: _Toc184201287][bookmark: _Toc184201486][bookmark: _Toc184201577][bookmark: _Toc184201728][bookmark: _Toc184118690][bookmark: _Toc184197922][bookmark: _Toc184201288][bookmark: _Toc184201487][bookmark: _Toc184201578][bookmark: _Toc184201729][bookmark: _Toc184118691][bookmark: _Toc184197923][bookmark: _Toc184201289][bookmark: _Toc184201488][bookmark: _Toc184201579][bookmark: _Toc184201730][bookmark: _Toc184118692][bookmark: _Toc184197924][bookmark: _Toc184201290][bookmark: _Toc184201489][bookmark: _Toc184201580][bookmark: _Toc184201731][bookmark: _Toc184118693][bookmark: _Toc184197925][bookmark: _Toc184201291][bookmark: _Toc184201490][bookmark: _Toc184201581][bookmark: _Toc184201732][bookmark: _Toc184118694][bookmark: _Toc184197926][bookmark: _Toc184201292][bookmark: _Toc184201491][bookmark: _Toc184201582][bookmark: _Toc184201733][bookmark: _Toc184118695][bookmark: _Toc184197927][bookmark: _Toc184201293][bookmark: _Toc184201492][bookmark: _Toc184201583][bookmark: _Toc184201734][bookmark: _Toc184118696][bookmark: _Toc184197928][bookmark: _Toc184201294][bookmark: _Toc184201493][bookmark: _Toc184201584][bookmark: _Toc184201735][bookmark: _Toc184118698][bookmark: _Toc184197930][bookmark: _Toc184201296][bookmark: _Toc184201495][bookmark: _Toc184201586][bookmark: _Toc184201737][bookmark: _Toc184118699][bookmark: _Toc184197931][bookmark: _Toc184201297][bookmark: _Toc184201496][bookmark: _Toc184201587][bookmark: _Toc184201738][bookmark: _Toc184118700][bookmark: _Toc184197932][bookmark: _Toc184201298][bookmark: _Toc184201497][bookmark: _Toc184201588][bookmark: _Toc184201739][bookmark: _Toc184118701][bookmark: _Toc184197933][bookmark: _Toc184201299][bookmark: _Toc184201498][bookmark: _Toc184201589][bookmark: _Toc184201740][bookmark: _Toc184118702][bookmark: _Toc184197934][bookmark: _Toc184201300][bookmark: _Toc184201499][bookmark: _Toc184201590][bookmark: _Toc184201741][bookmark: _Toc184118703][bookmark: _Toc184197935][bookmark: _Toc184201301][bookmark: _Toc184201500][bookmark: _Toc184201591][bookmark: _Toc184201742][bookmark: _Toc192169662][bookmark: _Toc210382189]Workplace level occupational violence risk management 
[bookmark: _Toc180574019][bookmark: _Toc179977284]Managers and supervisors are required to:
a. foster a safety-first culture prioritising the prevention and management of occupational violence
b. implement reasonably practicable controls to ensure workplace safety, considering factors such as the likelihood and severity of harm
c. ensure policies and procedures listed at Annexe C Directorate Safety related/occupational violence prevention policies are implemented with integrity to prevent and reduce the risk of harm arising from occupational violence. Staff must be inducted and trained on these policies
d. identify effective occupational violence risk control measures, ensuring they are appropriate to the level of risk. In a school setting this may relate to: 
· the context and triggers for behaviour that constitutes occupational violence including any environmental or situational factors, and
· the context of the school (i.e. location, size and student cohort).
e. In addition to 4.1d, when determining occupational violence risk controls for a student’s behaviour, the following factors must also be considered: 
· the individual student characteristics and needs, and 
· the capability, experience, and training of school staff in managing complex and challenging behaviours.
Appropriateness and suitability of a control must consider other legislation that may impact the operationalisation of controls, such as the Education Act 2004, Senior Practitioner Act 2018, and anti-discrimination legislation. 
Where an OVRA exists, controls must be implemented, monitored and reviewed in accordance with the Directorate’s Risk Management Framework.
School principals are responsible for determining the development of appropriate plans. This includes ensuring they are in place, and relevant staff are actively involved in their development process and are informed and updated of any changes. While schools may have processes that establish when and who within the school will develop support plans related to student behaviour (i.e. Individual Learning Plans (ILPS), Positive Behaviour Support Plans (PBSPs) and transition plans), an OVRA must always be overseen by the school principal. 
Managers and supervisors must regularly review how they implement this procedure and related policies. This must be done in consultation with staff and where there are any of the following:
a. increases in violent behaviours or behaviours of concern, even if they have not resulted in any harm to staff;
b. significant changes to the workplace; 
c. significant changes in education delivery; 
d. significant changes to the number or experience of staff; and
e. feedback from staff or HSRs that indicates the need for review. 
Refer to the following useful resources: Annexe D Applying the hierarchy of controls to the risk of occupational violence for examples of controls according to a general hierarchy of efficacy; How to manage work health and safety risks Code of Practice for taking a risk management approach; and the Safe Work Australia Interpretive Guideline – the meaning of ‘reasonably practicable’ for determining what is reasonably practicable. 
[bookmark: _Occupational_Violence_Risk][bookmark: _Toc210382190]Occupational Violence Risk Assessment (OVRA)
An OVRA is a structured analysis of risk associated with a specific scenario/event or person’s behaviour. An OVRA can be developed in relation to risks emerging due to escalating student or parent behaviour or due to an occupational violence incident that has occurred.
All incidents of occupational violence must be reported using the ACTPS Safety Portal. All incidents are triaged by staff in the Education Support Office (ESO) to determine an appropriate response. If an OVRA is required, it will be developed by an ESO-based case manager in collaboration with the school and in consultation with relevant and impacted staff, including the HSR. 
The OVRA must be shared with staff with consideration given to any privacy obligations and/or concerns. This should include staff such as casual and front office staff as relevant. 
Where the OVRA process identifies  a control as appropriate and suitable in the circumstances to reduce risk of harm, the control must be implemented. 
Consultation must take place with relevant teams to determine the appropriateness and suitability of a control in relation to other legislation such as the Education Act 2004, Senior Practitioner Act 2018, Disability Discrimination Act 1992 and the Human Rights Act 2004.
OVRAs should be used to inform the school/workplace risk register, where required. 
[bookmark: _Toc201149799][bookmark: _Toc201826864][bookmark: _Hlk201820724][bookmark: _Toc210382191]Occupational Violence Risk Assessment and Positive Behaviour Support Plan (PBSP) intersection 
For all students, building a positive, safe and inclusive school environment is critical in assisting to prevent and manage the occurrence of behaviours of concern. When students present with challenging behaviours, it is critical that staff are supported to develop the necessary skills to engage safely and effectively with students in ways that match their functional capacity and support their learning. This approach reduces the risk of occupational violence.
The development or review of a PBSP should be undertaken concurrently with the process of developing or reviewing an OVRA. Strategies to address a student’s behaviour of concern that are restrictive must only be documented within a PBSP. 
An OVRA must be used for all other controls and will refer to the PBSP that exists for the student and brings additional strategies, in the form of controls, that staff must adopt. 
[bookmark: _Toc210382192]Consultation on occupational violence risk management
All potentially affected workers and their representatives must be consulted on occupational violence matters when managers and supervisors are:
a. identifying hazards and assessing risks to health and safety arising from the work;
b. making decisions about ways to eliminate or minimise those risks; 
c. proposing changes that may affect the health and safety of staff; and
d. making decisions about how to consult with staff and how to resolve or monitor WHS issues. 
Refer to the definition section and the Work Health and Safety Consultation, Cooperation and Coordination Code of Practice for further information. 
[bookmark: _Toc192169663][bookmark: _Toc184118706][bookmark: _Toc184197938][bookmark: _Toc184201304][bookmark: _Toc184201503][bookmark: _Toc184201594][bookmark: _Toc184201745][bookmark: _Toc184118707][bookmark: _Toc184197939][bookmark: _Toc184201305][bookmark: _Toc184201504][bookmark: _Toc184201595][bookmark: _Toc184201746][bookmark: _Toc184118708][bookmark: _Toc184197940][bookmark: _Toc184201306][bookmark: _Toc184201505][bookmark: _Toc184201596][bookmark: _Toc184201747][bookmark: _Toc184118709][bookmark: _Toc184197941][bookmark: _Toc184201307][bookmark: _Toc184201506][bookmark: _Toc184201597][bookmark: _Toc184201748][bookmark: _Toc184118710][bookmark: _Toc184197942][bookmark: _Toc184201308][bookmark: _Toc184201507][bookmark: _Toc184201598][bookmark: _Toc184201749][bookmark: _Toc184118711][bookmark: _Toc184197943][bookmark: _Toc184201309][bookmark: _Toc184201508][bookmark: _Toc184201599][bookmark: _Toc184201750][bookmark: _Toc184118712][bookmark: _Toc184197944][bookmark: _Toc184201310][bookmark: _Toc184201509][bookmark: _Toc184201600][bookmark: _Toc184201751][bookmark: _Toc184118713][bookmark: _Toc184197945][bookmark: _Toc184201311][bookmark: _Toc184201510][bookmark: _Toc184201601][bookmark: _Toc184201752][bookmark: _Toc184118714][bookmark: _Toc184197946][bookmark: _Toc184201312][bookmark: _Toc184201511][bookmark: _Toc184201602][bookmark: _Toc184201753][bookmark: _Toc184118715][bookmark: _Toc184197947][bookmark: _Toc184201313][bookmark: _Toc184201512][bookmark: _Toc184201603][bookmark: _Toc184201754][bookmark: _Toc184118716][bookmark: _Toc184197948][bookmark: _Toc184201314][bookmark: _Toc184201513][bookmark: _Toc184201604][bookmark: _Toc184201755][bookmark: _Toc184118717][bookmark: _Toc184197949][bookmark: _Toc184201315][bookmark: _Toc184201514][bookmark: _Toc184201605][bookmark: _Toc184201756][bookmark: _Toc184118718][bookmark: _Toc184197950][bookmark: _Toc184201316][bookmark: _Toc184201515][bookmark: _Toc184201606][bookmark: _Toc184201757][bookmark: _Toc184118719][bookmark: _Toc184197951][bookmark: _Toc184201317][bookmark: _Toc184201516][bookmark: _Toc184201607][bookmark: _Toc184201758][bookmark: _Toc184118720][bookmark: _Toc184197952][bookmark: _Toc184201318][bookmark: _Toc184201517][bookmark: _Toc184201608][bookmark: _Toc184201759][bookmark: _Toc192169664][bookmark: _Toc210382193]Reporting occupational violence incidents and hazards 
[bookmark: _Hlk184025897]Occupational violence incidents must be managed and reported in accordance with the ACT Public Service’s  and the Directorate’s Incident and Emergency Management Policy. 
Staff must report occupational violence incidents and hazardous situations through the ACTPS Safety Portal (and if students are involved, into the Student Administration System (SAS)). This includes:
a. incidents that cause physical or psychological harm or there was potential for harm; and/or
b. hazards (when something has not caused any harm, but it could have or might in the future).
Managers and supervisors must ensure staff are supported to report incidents in the ACTPS Safety Portal (i.e. through the provision of time during work hours and access to appropriate ICT).
Where a relevant or impacted staff member is unable to make a report, the manager or supervisor can do so on another individual’s behalf.
Refer to refer to Directorate’s Incident Management and Reporting Policy and Procedure.
[bookmark: _Toc191887332][bookmark: _Toc191887396][bookmark: _Toc191887438][bookmark: _Toc191887466][bookmark: _Toc192169665][bookmark: _Toc191887333][bookmark: _Toc191887397][bookmark: _Toc191887439][bookmark: _Toc191887467][bookmark: _Toc192169666][bookmark: _Toc184118722][bookmark: _Toc184197954][bookmark: _Toc184201320][bookmark: _Toc184201519][bookmark: _Toc184201610][bookmark: _Toc184201761][bookmark: _Toc184118723][bookmark: _Toc184197955][bookmark: _Toc184201321][bookmark: _Toc184201520][bookmark: _Toc184201611][bookmark: _Toc184201762][bookmark: _Toc184118724][bookmark: _Toc184197956][bookmark: _Toc184201322][bookmark: _Toc184201521][bookmark: _Toc184201612][bookmark: _Toc184201763][bookmark: _Toc184118725][bookmark: _Toc184197957][bookmark: _Toc184201323][bookmark: _Toc184201522][bookmark: _Toc184201613][bookmark: _Toc184201764][bookmark: _Toc184118726][bookmark: _Toc184197958][bookmark: _Toc184201324][bookmark: _Toc184201523][bookmark: _Toc184201614][bookmark: _Toc184201765][bookmark: _Toc184118727][bookmark: _Toc184197959][bookmark: _Toc184201325][bookmark: _Toc184201524][bookmark: _Toc184201615][bookmark: _Toc184201766][bookmark: _Toc184118728][bookmark: _Toc184197960][bookmark: _Toc184201326][bookmark: _Toc184201525][bookmark: _Toc184201616][bookmark: _Toc184201767][bookmark: _Toc184118729][bookmark: _Toc184197961][bookmark: _Toc184201327][bookmark: _Toc184201526][bookmark: _Toc184201617][bookmark: _Toc184201768][bookmark: _Toc184118730][bookmark: _Toc184197962][bookmark: _Toc184201328][bookmark: _Toc184201527][bookmark: _Toc184201618][bookmark: _Toc184201769][bookmark: _Toc184118731][bookmark: _Toc184197963][bookmark: _Toc184201329][bookmark: _Toc184201528][bookmark: _Toc184201619][bookmark: _Toc184201770][bookmark: _Toc184118732][bookmark: _Toc184197964][bookmark: _Toc184201330][bookmark: _Toc184201529][bookmark: _Toc184201620][bookmark: _Toc184201771][bookmark: _Toc184118733][bookmark: _Toc184197965][bookmark: _Toc184201331][bookmark: _Toc184201530][bookmark: _Toc184201621][bookmark: _Toc184201772][bookmark: _Toc184118734][bookmark: _Toc184197966][bookmark: _Toc184201332][bookmark: _Toc184201531][bookmark: _Toc184201622][bookmark: _Toc184201773][bookmark: _Toc184118735][bookmark: _Toc184197967][bookmark: _Toc184201333][bookmark: _Toc184201532][bookmark: _Toc184201623][bookmark: _Toc184201774][bookmark: _Toc184118736][bookmark: _Toc184197968][bookmark: _Toc184201334][bookmark: _Toc184201533][bookmark: _Toc184201624][bookmark: _Toc184201775][bookmark: _Toc192169667][bookmark: _Toc210382194]Responding to incidents of occupational violence
When an incident of occupational violence occurs, staff must take reasonable steps to ensure the immediate safety and first aid of all involved. In a school context, this should involve using information about the student or visitor to safely de-escalate. Where a support plan or an OVRA is in place, controls identified in these plans should be implemented. 
The Suspension, Transfer or Exclusion of a Student Policy and related guides such as the Directing Unwelcome Visitors from Schools Guide and Managing Escalating Parent Behaviour Guide  (internal access) can be useful strategies to reestablish a safe environment.
Managers and supervisors must ensure:
a. first aid or other medical attention needs are met, and staff are reminded of their access to the Employee Assistance Program at any time;
b. impacted staff are supported in a way that suits them, as far as is reasonably practicable. This may involve the offer of a check-in. If this is not possible or suitable, another check-in mechanism may be used (refer to Section 10);
c. the incident notification requirements are met within the required timeframes (refer to Directorate’s Incident Management and Reporting Procedure), this includes ensuring the relevant and impacted staff are reminded of their duty to report incidents and hazards and supported to make reports in SAS (if a student is involved) and in the ACTPS ; and
d. a review of incidents and existing controls is conducted, and a treatment plan is developed to support the implementation of suitable risk management activities is undertaken in response to the investigation.
Refer to Annexe E - Occupational Violence incident management guide for managers and supervisors for more information. For more information on First Aid management refer to the First Aid Policy. 
[bookmark: _Toc192169668][bookmark: _Toc210382195]Reviewing incidents of occupational violence
Local level incident review
Managers and supervisors must review any incident or hazardous situation. that: 
a. requires escalation or further action; and/or 
b. indicates that a worker is at risk of harm, takes time off work or shows early signs of psychological harm. 
Managers and supervisors do not need to wait for the incident to be reported in the ACTPS  to start incident review. 
Incident reviews should be conducted using a root cause analysis. This is a method of determining the cause of an incident with the goal of enabling informed decisions on how an issue can be remedied, without individual blame, and to prevent recurrence. 
Incident reviews must be carried out as soon as possible after an incident by the manager or supervisor to allow accurate collection of information and evidence.
The purpose of a review is to examine the cause of an incident objectively, the reasons why the incident occurred and what can be done to reduce future risk levels. Incidents typically have multiple causes, and the focus must be on conditions that may create the potential for occupational violence and the efficacy of existing controls.
If the results of an incident review show that changes are required, a corrective action or risk treatment plan must be developed, documented and implemented.
Consultation with relevant and impacted staff and the HSR must occur.
Refer to Risk management advice and guidance ConnectEd page more information on root cause analysis. 
Formal internal investigation processes 
Serious incidents may require a formal or higher-level investigation process. 
Under these circumstances, a formal investigation of an occupational violence incident must:
a. be conducted in accordance with the ACTPS values and behaviours and Code of Conduct and the Directorate’s Incident and Emergency Management Policy and procedures
b. be conducted by a manager or supervisor who have direct knowledge of the work area and work processes or be referred to ESO by the principal/manager for investigation by ESO with coordination from School Operations
c. involve impacted staff members and take their concerns and knowledge into consideration
d. involve the HSR (where the workplace has elected one)
e. engage areas of the Directorate that have the subject-matter expertise (i.e. the Agency Security Adviser if the incident is deemed a security incident)
f. update the school/workplace risk register by re-assessing risk once the new or updated controls are implemented
g. share the outcomes of the investigation and any recommendations with relevant and impacted staff and HSRs
When investigating the cause of an incident, managers and supervisors must take into consideration other associated psychosocial risks in the workplace and their capacity to interact and impact on staff ability to implement risk controls appropriately. 
The outcome of investigations should recommend all potential remedial or corrective actions to prevent similar incidents, for example: 
a. evaluation of existing controls
b. consideration of new controls and updating risk registers
c. implementing additional or higher-level safety controls
d. providing staff with de-escalation training
e. communicating with all staff on lessons learned
Formal external investigation 
Some incidents may trigger an emergency response from ESO, including the establishment of an Incident Management Team (IMT).
ACT Policing or WorkSafe ACT may determine an investigation is required.
For more information refer to the Directorate’s Incident and Emergency Management Policy and Procedures.
[bookmark: _Toc191887337][bookmark: _Toc191887401][bookmark: _Toc191887443][bookmark: _Toc191887471][bookmark: _Toc192169671][bookmark: _Toc191887338][bookmark: _Toc191887402][bookmark: _Toc191887444][bookmark: _Toc191887472][bookmark: _Toc192169672][bookmark: _Toc191887339][bookmark: _Toc191887403][bookmark: _Toc191887445][bookmark: _Toc191887473][bookmark: _Toc192169673][bookmark: _Supporting_staff_following][bookmark: _Toc192169674][bookmark: _Toc210382196]Supporting staff following an incident 
[bookmark: _Hlk184031136]Managers and supervisors must ensure that impacted staff are provided with an operational debrief (see 10.3) and offer of wellbeing support (refer to 10.5). 
Appropriate work and workplace support will be assessed on a case-by-case basis and may include: 
a. medical assistance/first aid
b. access to leave arrangements
c. workplace/work duties adjustments
d. Employee Assistance Program (EAP) targeted supports
e. Victims Services Scheme.
An operational debrief must occur shortly after an incident – typically the same day. This should be a short meeting with relevant and impacted staff in which:
a. staff are reminded of their duty to complete and submit reports through the ACTPS  about the incident
b. staff are asked what supports they need to complete the report (i.e. time during the workday, a quiet or safe space, access to ICT, or other adjustments)
c. staff can contribute to a short initial risk assessment (i.e. is the incident likely to happen again in the short term, and if so, how can this risk be controlled)
d. staff are made aware of supports such as accessing leave, workers compensation, adjustments to their work, and EAP
e. If an incident review or formal investigation is needed, staff are made aware of how they can contribute
The operational debrief is conducted to ensure everyone is safe and can access the support they need. It is not about assigning blame and aims to improve existing risk controls and support staff to use and implement the identified controls effectively following the operational debrief.  
Wellbeing support is treated as a separate process from an operational debrief. To provide wellbeing support, a manager or supervisor should:
a. ‘check in’ with affected staff in a way that suits them 
b. listen and affirm the staff member’s experience 
c. ask how the workplace can make the staff member feel safe, where reasonably practicable 
d. offer support to the staff member to access leave, EAP, workers compensation where appropriate
Occupational violence incidents, particular those of a more serious nature, may also indirectly impact others, especially the managers and supervisors who are supporting the staff directly impacted. It is important those managers and supervisors seek support from their managers as required, including to accessing any supports available to staff.  
[bookmark: _Toc192169676][bookmark: _Toc210382197]Training and awareness
[bookmark: _Hlk193741646]Managers and supervisors must ensure their staff are prepared with the knowledge and skills to effectively identify, prevent, and respond to occupational violence. The Directorate supports this through the provision of information and training.
[bookmark: _Hlk193741717]Training is an important occupational violence prevention strategy. When assessing risk, managers and supervisors should consider staff capability and skills and identify any training needs. 
[bookmark: _Hlk193741788]Training should be accessed at relevant times throughout the year and opportunities should be discussed at least annually through Performance and Development Plans (PDP) or prior to commencement in a role that involves hazards related to occupational violence i.e. managing complex and challenging behaviour.
Staff are required to complete the mandatory occupational violence training provided by the Directorate. 
Staff must raise concerns with their manager or supervisor if they believe they require any additional WHS or occupational violence training to exercise their duties. This should be done as soon as the need is identified, or as part of the PDP process.
[bookmark: _Hlk193741917]If any OV risk control requires training for it to be effective. Controls are not fully implemented, until training has been completed. Other controls must be identified and implemented until training can be completed. 
Training categories related to occupational violence are identified below: 
a. mandatory occupational violence training (online) for all staff (to be refreshed every two years and as soon as possible or within 90 days of commencement in the Directorate)
b. mandatory Work Health and Safety training (online) for all staff (to be refreshed every two years or as soon as possible or within 90 days of commencement in the Directorate)
c. additional training to address a specific risk
d. additional training to address other staff need and professional development 
Managers and supervisors should complete the Occupational Violence Training for Managers (online) in addition to the Occupational Violence Training (mandatory). 
Mandatory occupational violence training for all staff
The Directorate ensures training is available and accessible to staff in an online module format.  
Occupational violence online training is mandatory for all staff and must be refreshed every two years. This includes casual and relief staff such as teachers and Learning Support Assistants.
It is the responsibility of staff to complete their assigned mandatory occupational violence training and refresh this training within the designated timeframe. 
Supervisors must ensure staff under their supervision complete the occupational violence mandatory training as soon as possible after commencement in their role or within 90 days of commencement. 
Supervisors must ensure they provide adequate time and access to ICT/tools for staff to complete their mandatory training. 
Completing mandatory training means that staff should have a general understanding of the following: 
a. how the Directorate manages the risk of occupational violence and how this applies to their workplace
b. how to identify occupational violence
c. how to access and when to use hazard and incident reporting 
d. how to conduct dynamic risk assessments 
e. how to seek help related to managing the risk of occupational violence

Additional training to address specific risk
The Directorate offers training options available to staff to address specific risks. These include: 
a. Occupational Violence Induction Training (face to face) 
b. Psychosocial Safety Training
c. Universal Student De-escalation 
d. Essential Skills
e. Understanding and supporting Behaviours
f. Introduction to Inclusive Practice
g. Sensory Processing
h. Trauma Informed Practice
Relevant staff, identified as directly involved in supporting students with known complex or challenging behaviours, must receive appropriate induction and training prior to commencing in their role. This must include information on how to enact controls identified in an OVRA and other relevant support plans.
[bookmark: _Hlk193742022]Relevant staff likely to be exposed to occupational violence through direct engagement with a parent or visitor, must receive appropriate induction and training. This includes information on how to enact controls identified in relevant OVRA, safety or communication plans.
New educators will receive occupational violence training as part of their induction when commencing with the Directorate.
Staff should refer to Annexe F Occupational Violence Training Catalogue which provides a list of the training provided by the Directorate that is directly linked to prevention and management of OV. 
[bookmark: _Hlk191553776]Additional training to address staff need and professional development
Individual staff may require further training to support effective occupational violence prevention or response and the supervisor, manager, school principal or other ESO teams may identify suitable additional training not on the occupational violence training catalogue.  
ESO teams may monitor mandatory training completion rate data and identify any correlations between low completion rates and reported occupational violence. Targeted support is provided to schools to make training available where the data indicates need. 
[bookmark: _Toc184118742][bookmark: _Toc184197974][bookmark: _Toc184201340][bookmark: _Toc184201539][bookmark: _Toc184201630][bookmark: _Toc184201781][bookmark: _Toc184118743][bookmark: _Toc184197975][bookmark: _Toc184201341][bookmark: _Toc184201540][bookmark: _Toc184201631][bookmark: _Toc184201782][bookmark: _Toc184118744][bookmark: _Toc184197976][bookmark: _Toc184201342][bookmark: _Toc184201541][bookmark: _Toc184201632][bookmark: _Toc184201783][bookmark: _Toc184118745][bookmark: _Toc184197977][bookmark: _Toc184201343][bookmark: _Toc184201542][bookmark: _Toc184201633][bookmark: _Toc184201784][bookmark: _Toc184118746][bookmark: _Toc184197978][bookmark: _Toc184201344][bookmark: _Toc184201543][bookmark: _Toc184201634][bookmark: _Toc184201785][bookmark: _Toc184118747][bookmark: _Toc184197979][bookmark: _Toc184201345][bookmark: _Toc184201544][bookmark: _Toc184201635][bookmark: _Toc184201786][bookmark: _Toc192169677][bookmark: _Toc210382198]  Review 
This procedure will be formally reviewed every five years, unless required earlier due to legislation or policy changes and staff will be consulted during the review process. 
[bookmark: _Toc210382199] Contact
[bookmark: _Hlk193742275]For support contact Complex Behaviour Support and Work Health and Safety Branch on email EBM.CBSWHS@act.gov.au.
[bookmark: _Toc419889962][bookmark: _Toc169530496][bookmark: _Toc210382200]  Feedback
Any feedback about this procedure should be raised with the policy owner. Refer to contact information above.
[bookmark: _Toc169530497][bookmark: _Toc210382201]  References
 Definitions
	Term
	Definition

	Behaviours of concern
	A behaviour of concern is defined as a behavioural response that creates a risk to the safety or wellbeing of the person or those around them.

	Check-in 
	A check-in involves a supportive discussion between the manager/supervisor and the impacted worker following a workplace incident. The primary purpose is to assess and support the impacted worker ensuring they are provided support or adjustments they need. 

	Consultation 
	To meet the requirements of the WHS Act, consultation must involve:
a. Sharing relevant information about health and safety with workers;
b. Giving staff a reasonable opportunity to express their views, raise issues and contribute to decision-making;
c. Taking the views of workers into account; and
d. Advising relevant workers of the outcomes of consultation in a timely manner.
If the relevant staff have elected an HSR, the HSR must be involved in the consultation. 

	Control
	A measure that maintains or modifies risk in business as usual to reduce the likelihood and/or consequences e.g. process, policy, practice or action.

	Duty holder
	Any person who owns a work health and safety duty under the WHS Act including a person conducting a business or undertaking, an officer or a worker. 
A person can have more than one duty, and more than one person can have the same duty at the same time. 

	Education Support Office (ESO)
	Refers to the education support services of the Directorate that do not reside in ACT public schools (e.g. system level/corporate support).

	Hazard
	The source or driver of potential harm or a situation with a potential to cause a loss. It is a situation or thing that has the potential to harm a person. Hazards at work may include noisy machinery, a moving forklift, chemicals, electricity, working at heights, a repetitive job, bullying and violence at the workplace.

	Hazardous situation
	A situation, action or event where there is a potential for harm or damage due to the presence of a hazard in the workplace. Specifically, circumstances where a person or property could be exposed to risks that could lead to harm if the situation is not controlled or mitigated.
Occupational violence incidents create a hazardous environment that can lead to physical or psychological harm. Examples include escalation of student or parent behaviours.

	Harm
	Any situation, event or action that results in the loss of or damage to a person's right, property, or physical or mental well-being. This includes injury or illness, physical or psychological damage.

	Health and Safety Representative (HSR)
	A worker who has been elected by their work group to represent them on health and safety matters.

	Incident
	An incident is an event that results in or is likely to result in harm and it includes hazardous situations. 

	Impacted staff
	A staff member who has been directly or indirectly harmed by an occupational violence incident.

	Manager or supervisor
	In this procedure, the term means all workers in the ACT Education Directorate worksites that have a duty under the WHS Act to the safety and wellbeing of workers. 
That will include Principals and ESO executives unless otherwise specified.
In some settings, it will include a classroom teacher where they have people management responsibilities. 
A manager is usually the person who has responsibility for planning, organising, and leading a work unit or group activity. Principals and Executive Branch Managers are managers in the context of this procedure. Other staff depending on their roles may also be managers under this procedure. 
A supervisor is usually the person has direct supervisory responsibility for one or more employees in a business unit or group activity.

	Must
	A policy/procedure requirement that is essential and must be complied with.

	Near miss
	A hazardous situation, an event, situation or incident that has the potential to cause harm but does not actually result in any harm. It is essentially a close call where something went wrong, but no adverse outcome occurred. Near misses highlight areas where safety procedures or practices may need improvement to prevent future incidents that could result in harm.

	Occupational Violence (OV)
	Occupational violence, also known as workplace violence, is any incident where a staff member is abused, threatened, or assaulted in circumstances arising from their work by someone other than another staff member. It covers a wide range of behaviours that can be a risk to the health and safety of staff. It can be one unexpected incident or a series of repeated incidents. 

	Occupational Violence Risk Assessment (OVRA) 

	An OVRA is a structured analysis of risk associated with a specific scenario/event or person’s behaviour. They can be developed in relation to risks emerging due to escalating student or parent behaviour. It identifies the most effective controls in a documented and consistent manner. 
Risk assessments, in the context of safety, refer to the identification of potential hazards in the workplace as well as the likelihood that they will occur. By extension, OVRA’s look at the direct impacts on the risks to people as well as the complexities of the hazards or risks and includes the pathways for the implementation of measures to reduce or mitigate those hazards.

	Positive Behaviour for Learning
	Positive Behaviours for Learning (PBL) is a multitiered behavioural framework that supports positive outcomes for all students in their social, emotional and academic development. The focus is on building whole school proactive systems and practices to reduce the need for reactive interventions.

	Reasonably practicable 

	It is that which is, or was at a particular time, reasonably able to be done to ensure health and safety, taking into account and weighing up all relevant matters including: 
a. the likelihood of the hazard or the risk concerned occurring 
b. the degree of harm that might result from the hazard or the risk 
c. what the person concerned knows, or ought reasonably to know, about the hazard or risk, and ways of eliminating or minimising the risk (d) the availability and suitability of ways to eliminate or minimise the risk, and 
d. after assessing the extent of the risk and the available ways of eliminating or minimising the risk, the cost associated with available ways of eliminating or minimising the risk, including whether the cost is grossly disproportionate to the risk

	Relevant staff
	Staff who may reasonably be at risk. For example, it is not sufficient to only consult with a classroom teacher about ways to eliminate or minimise risks of harm caused by occupational violence. All other staff who regularly work in the same classroom or with the student(s).

	Restrictive practice
	Means a practice that is used to restrict the rights or freedom of movement of a person for the primary purpose of protecting the person or others from harm; and includes the following:
· chemical restraint
· environmental restraint
· mechanical restraint
· physical restraint
· seclusion
It does not include reasonable action taken to monitor and protect a child from harm; or  a practice prescribed by regulation not to be a restrictive practice. 
For more information, refer to the Senior Practitioner Act 2018 or contact the Restrictive Practice Team.  

	Risk
	Risk is defined as the effect (whether positive or negative) of uncertainty on objectives as per the Risk Management Policy i.e. the possibility harm (death, injury or illness) might occur when exposed to a hazard.

	Risk assessment
	The overall process of risk identification, risk analysis and risk evaluation.

	Risk management 
	The ‘coordinated activities to direct and control an organisation’s risk’. Its purpose is the ‘creation and protection of value’ (AS ISO Standard 31000:2018 Risk management – Guidelines and Risk Management Policy). i.e. a process set out in the WHS Regulations to eliminate health and safety risks so far as is reasonably practicable, or if this is not reasonably practicable, minimise the risks so far as is reasonably practicable. It includes identifying hazards, assessing and implementing control measures, and reviewing and maintaining the control measures to ensure their ongoing effectiveness. 

	Risk register
	A location for documenting risks after they have been analysed through a risk assessment process; outlines the context, controls and actions required to reduce the risk to an acceptable level.

	Root cause analysis
	A root cause analysis uses the 5-Why method to help staff understand why an issue occurred. Once a root cause is determined, conclusions lead to implementing changes or identifying corrective actions and creates an opportunity to achieve a safer workplace and improve safe systems of work. The 5-Why method is effective in determining the underlying cause of an incident by following these steps:
a. Define what went wrong and the negative results of the incident
b. Collect enough data or information by asking 5 why questions
c. Identify the root cause of the incident 
d. Draw a conclusion
Implement necessary changes (including the next steps, corrective actions or recommendations identified during the process). 

	Should
	A recommended course of action. If this course of action is not taken, then the action that is taken should be at least as effective as the recommended action.

	Staff, staff member
	Any person employed by the Education Directorate. This includes all employees such as relief, contract and casual staff.

	Trauma informed support 

	Support by the supervisor to the impacted staff member that is based on an understanding of the ways trauma affect people’s lives and that focus on the staff psychological safety and that allows them to rebuild a sense of control and empowerment.

	Worker
	As per WHS legislation, a worker is a person who carries out work for a small business or undertaking, including work as an employee or: 
a. contractor 
b. subcontractor 
c. self-employed person 
d. outworker 
e. apprentice or trainee 
f. work experience student 
g. employee of a labour hire company placed with a ‘host employer’ 
h. volunteers. 
For school sites, this also includes students. 

	Workplace
	Any ACT Education Directorate workplace i.e. ACT public schools and the Education Support Office (ESO). It also includes areas beyond the work location and places where school activities are taking place (such as school excursions), and work-related activities outside school hours.


[bookmark: _Toc179977300][bookmark: _Toc180574038] Legislation 
· Education Act 2004 (ACT)
· Disability Discrimination Act 1992 (Cth)
· Disability Standards for Education 2005 (Cth)
· Discrimination Act 2004 (ACT)
· Human Rights 2004 (ACT)
· Public Sector Management Act 1994 (ACT)
· Senior Practitioner Act 2018
· Work Health and Safety Act 2011 (ACT)
 Related Policies and Documents 
· ACT Public Service Code of Conduct
· ACT Public Service Occupational Violence Management Policy 
· ACT Public Service Reporting of Work Health and Safety Incidents Policy
· Code of Conduct for Teachers, School Leaders and Principals
· Code of Conduct for School Based Staff
· First Aid Policy
· Managing Psychosocial Safety at Work Procedures (in development)
· Model Code of Practice: Managing Psychosocial Hazards at Work 
· Risk Management Framework and Policy
· Incident and Emergency Management Policy and ACT Public School Incident Management and Reporting Procedure 
· Safe and Supportive Schools Policy
· Suspension, Transfer or Exclusion of a Student Policy
· Work Health Safety and Wellbeing Policy
[bookmark: _Toc180574040] Supporting Materials 
· Annexe A - Staff responsibilities in relation to occupational violence
· Annexe B - Directorate occupational violence prevention strategies
· Annexe C - Directorate safety/occupational violence prevention policies
· Annexe D - Applying the hierarchy of controls to the risk of occupational violence	
· Annexe E – Occupational violence incident management guide for managers and supervisors
· Annexe F – Occupational violence training catalogue
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[bookmark: _Annexe_A_-][bookmark: _Annexe_B_-][bookmark: _Toc192169681][bookmark: _Toc192169682][bookmark: _Toc210382202]Annexe A - Staff responsibilities in relation to occupational violence
	Role
	Responsibilities

	School principals (schools) and Executive Branch Managers (ESO)*
	· Lead the safety culture by encouraging staff to report all hazards and occupational violence incidents in the incident reporting tool (the ACTPS Safety Portal and SAS) 
· Identify and manage risks associated with occupational violence through a risk management approach in accordance with the Directorate’s Risk Management Framework and policy. 
· Identify, assess and document occupational violence risks in the school/workplace risk register. 
· Ensure that all impacted staff are kept informed and updated about the plans and any changes to them. 
· Where an OVRA is developed, it is shared with relevant and impacted staff and where a control is identified as appropriate and suitable, it must be implemented. 
· Ensure post incident processes are documented in the OVRA are designed to ensure that safety is re-established before any other steps are taken. 
· Ensure impacted staff to are able to receive first aid and take time as respite following significant incidents or injuries. 
· Consider available programs and services to support student behaviours as a preventative measure to OV. This includes tailored Social and Emotional Learning (SEL), Targeted Student Support, and Allied Health supports (i.e. school psychologists, occupational therapists, social workers and speech pathologists)
· Determine the development of appropriate plans, ensuring they are in place and relevant staff are actively involved in the development process and are informed and updated of any changes. i.e. Positive Behaviour Support Plans, transition plans, and Individual Learning Plans (ILP).
· Consider staff capability and skills and important occupational violence prevention strategy, and any training opportunities should be identified as part of staff PDP process.

	ESO executives (DG, DGG, EGMs and EBMs)*
	· Lead safety culture by encouraging staff to report all hazards and occupational violence incidents in the incident reporting tool (the ACTPS Safety Portal and SAS). 
· Oversee the development and delivery of systems and processes that considers the risk of occupational violence at Directorate-level and the controls available in the education context and the funding required to implement those controls effectively.
· Oversee the delivery of services to schools/ESO teams that will assist them in preventing or minimising the risk of physical or psychosocial harm to staff and/or to manage incidents when they occur.
· Regularly review the effective implementation of this procedure and related policies in consultation with staff where there are any increases in violent behaviours or behaviours of concern; significant changes to the workplace, in education delivery; to the number or experience of staff; and where feedback from staff or HSRs indicates the need for a review. 
· Monitor and analyse system wide data on emerging risks, risk management effectiveness, analysis of performance measures, any developments in best practice for risk mitigation and controls and feedback from workers and HSRs to inform the adequacy of this procedure and related policies.

	Managers and supervisors* 

	· Ensure the immediate safety and first aid of all involved in an incident and remind staff of access to EAP and provide support to staff in a way that suits them.
· Foster a safety-first culture prioritising the prevention and management of occupational violence; 
· Ensure policies and procedures listed at Annexe C Directorate safety /occupational violence prevention policies are implemented with integrity and staff are inducted and trained on these policies.
· .
· Assess hazards and manage risks in relation to occupational violence through dynamic risk assessments.
· Document risks in accordance with the Directorate’s Risk Management Policy (including documentation of risk registers).
· Ensure staff are supported to report incidents in the ACTPS Safety Portal (i.e. through the provision of time during work hours and access to appropriate ICT). Report on behalf of relevant or impacted staff who are unable to make a report.
· Ensure incident notification requirements are met within the required timeframes by reminding staff of their duty to report incidents and hazards and report in the ACTPS  and in SAS (if a student is involved). 
· Ensure a review of the incident is carried out as soon as possible (refer to section 9). This should include a review of existing controls where an OVRA or other risk assessment already exists.
· Ensure a treatment plan is developed to support the implementation of suitable risk management activities in response to an occupational violence incident.
· Ensure impacted staff are provided with an operational debrief (refer to section 10.3) and offer of wellbeing support (refer to section 10.5). 
· Ensure all impacted staff are kept informed and updated about safety plans and any changes to may apply to them.
· Support any formal investigations by the Directorate, ACT Policing or WorkSafe ACT.
· Regularly review the effective implementation this procedure and related policies in consultation with staff where there are any increases in violent behaviours or behaviours of concern; significant changes to the workplace, in education delivery; to the number or experience of staff; and where feedback from staff or HSRs indicates the need for a review. 

	Staff 
	· Follow the safety policy, procedures, processes and plans including OVRAs and PBSPs(where applicable) to keep themselves and others safe in the workplace. 
· Report all incidents or hazardous situations of occupational violence in the incident reporting system (ACTPS Safety Portal) and the School Administration System (SAS)(where appropriate).
· Engage in the development and implementation of any plans required to keep staff and/or students safe including OVRAs, Positive Behaviour Support Plans and student transition plans, if the staff member is impacted by occupational violence or at risk of being impacted by occupational violence.
· Complete the mandatory occupational training and any other training as directed. 
· Raise concerns with their manager or supervisor if they believe they require WHS or occupational violence training to exercise their assigned duties. This must be done as soon as the need is identified, or as part of the PDP process.

	Others 
(includes students, parents, subcontractors, volunteers and visitors)
	· Engage with staff in a manner that upholds a safe and respectful environment for all and contribute to a culture of safety.
· Take reasonable care for their own safety and take reasonable care not to adversely affect the safety of others.
· Report safety hazards and incidents
· Follow instructions given by staff to keep them safe.

	*At times, the responsibilities listed above will fall under the same responsibilities as the manager and supervisor and/or staff i.e. as a manager you are responsible for as a manager and as a staff member. 




[bookmark: _Toc210382203]Annexe B - Directorate occupational violence prevention strategies
The Directorate eliminates and minimises the risk of injury posed from occupational violence by first aiming to prevent violence from occurring. Actions taken to achieve this are listed below.
	OV prevention measure
	Description


	Dedicated support teams
	Allocating resources to ESO to provide expertise in complex case management, incident management, staff health and safety including early intervention and staff wellbeing and promoting positive student behaviour and engagement. 

	Training and skill development
	Provisioning training to ensure staff have the skills and capability to deliver high quality teaching and pedagogy practices that address student needs, behaviour management, and reflective practices.

Provisioning and routinely updating relevant training to ensure staff and managers possess the knowledge and skills to prevent, respond and manage occupational violence incidents effectively, as well as to support staff returning to work following harm related to OV.

	Information, and supervision
	Providing information and supervision to safeguard staff against the risks posed by OV, ensuring a proactive approach to prevention and response. 

	Policy and procedure reviews
	Establishing and regularly reviewing occupational violence related policy, procedures and resources (e.g. guides, factsheets and communication tools). 

	WHS incident reporting tool
	Implementing and managing a system wide approach to incident and hazard reporting, ensuring staff have access to a safety reporting tool, and ensuring timely and proportionate responses to hazards and associated risks reported. 

	Data monitoring and analysis
	Monitoring and analysing system-wide occupational violence data on risks, incidents, injuries, staff absences, workers compensation claims and other relevant information, and ensuring relevant decision-makers can access and understand this information.

	Integrated risk management approach
	Implementing an integrated risk management approach for occupational violence that aligns with the Directorate’s Risk Management Framework and Policy. This includes managing strategic risks posed by occupational violence through well-defined governance structures, accountability and consultative processes. 
Providing risk assessment tools and supporting schools and workplaces in assessing and managing risks at a local level. 

	WHS staff consultation
	Actively consulting with staff throughout the risk management process including identifying hazards, assessing risks, decisions on eliminating or minimising risks, proposing changes that may impact staff health and safety, and determining the most effective ways to consult and monitor ongoing risks. 

	Consulting with other relevant duty holders
	Engaging with other relevant duty holders (e.g. contractors, external experts and stakeholders) to identify and address risks that may affect staff. 

	Access to legal advice
	Ensuring schools and ESO teams have access to legal advice where necessary, ensuring compliance with WHS laws and enabling informed decision-making. 

	Appropriate resources for risk mitigation
	Allocating the necessary resources to implement effective risk mitigation controls, including those identified in risk assessments to manage occupational violence and ensure safety and wellbeing of staff. 


	WHS consultative forums
	Supporting the establishment and operation of a range of WHS consultative forums including the WHS Consultative Committee, HSR network meetings, Principal Advisory Group meeting and Business Manager Front Door meetings to foster ongoing dialogue and collaboration on safety issues.

	Safe systems of work
	Providing and maintaining safe systems of work including regular reviews of work design to eliminate and mitigate risk of occupational violence.

	Effective complaints and feedback mechanisms
	Providing effective complaints and feedback mechanisms to address issues promptly and minimise the likelihood of conflict.


	Infrastructure and environmental controls
	Providing resourcing for infrastructure improvements and equipment that help reduce occupational violence risk through targeted environmental controls, ensuring the physical environment contributes to staff safety. These controls need to be considered in light of the Senior Practitioner Act 2018.

	Managing relationships with ACT Policing
	Proactively managing relationships with ACT Policing, including implementing collaborative communication strategies that ensure timely responses to safety concerns related to OV.


	Access to tailored support services
	Providing access to tailored Social and Emotional Learning (SEL) programs, Targeted Student Support services, school psychologists, Allied Health and social workers to support the learning needs of students.


[bookmark: _Annex_C_–][bookmark: _Annexe_C_-][bookmark: AnnexB][bookmark: _Toc179977302][bookmark: _Toc180574041][bookmark: _Toc192169683][bookmark: _Toc210382204]Annexe C - Directorate safety and occupational violence prevention policies 
To reduce the risk of harm arising from occupational violence, managers and supervisors must implement the below policies and programs and ensure staff are inducted and trained in them.
	Policy 
	Description 

	Work Health Safety and Wellbeing Policy 
	Outlines the requirements in relation to WHS legislation and regulation and provides guidance on the requirement to develop, implement and monitor WHS and wellbeing policies and programs. Managers and supervisors are responsible for promoting and supporting WHS in the workplace. They should lead by example, modelling positive, inclusive and respectful behaviours while ensuring clear communication and effective consultation.

	Work Health Safety Training and Induction Policy 
	Outlines the safety training and induction requirements. The Directorate is obligated to provide all workers with workplace health and safety training, instruction and information that is necessary to protect all persons from risks to their health and safety arising from work carried out for the Directorate. This takes the form of an induction process covering off WHS, as well as ongoing training, instruction and information provided to workers throughout their employment. In addition to induction, all workers will be provided with access to information, training, and instruction necessary to perform their work in a safe manner. This will be made available on an ongoing basis. The Directorate will ensure that workers are provided with information, training, and support, to understand their health and safety obligations and be competent in performing tasks associated with their roles in a safe manner that reduces the risk of harm to themselves or others.

	Risk Management Framework and Policy 
	Outlines the responsibilities of managers and supervisors to identify and manage risks, including those associated with occupational violence through a risk management approach. Effective risk management is integral to everything that we do ranging from keeping students safe from harm, formulating policies and procedures and measuring learning outcomes to business and school planning, project management and administrative processes. Directorate staff must implement risk management according to relevant legislative requirements and appropriate risk management standards as detailed in the Risk Management Procedure, Risk Management Framework – Guide for the Education Support Office and Schools and associated support material. Risk assessments and risk controls, operate between Education Support Office (ESO) and schools through the provision of support, advice and guidance and to address risk management practices.

	Managing Psychosocial Health and Safety at Work Procedures
	Outlines the responsibilities of managers and supervisors to consider psychosocial risk factors such as work design (how the work or service is organised to prevent occupational violence) and environment design (how the physical design of the service environment can help prevent occupational violence). 

	Safe and Supportive Schools Policy 
	Outlines that responsibility of principals to implement the Safe and Supportive Schools Policy, focusing on the prevention of bullying, harassment, and discrimination (including racism) while promoting gender equality, respectful relationships, cultural integrity, inclusion for students with disability, and adoption of trauma informed practices. Effective student behaviour management strategies which include interventions at a targeted, selected and universal level (multi-tiered systems of support) can also prevent occupational violence. 

	Behaviour framework in alignment with the Safe and Supportive Schools Policy
	Outlines the responsibilities of principals being responsible for adopting a whole school, multi-tiered behavioural framework (e.g. Positive Behaviour for Learning approach (PBL)) to establish clear, proactive systems and expectations of behaviour that are communicated to students, staff, and school communities. This framework aims to reduce the need for reactive interventions and foster positive social, emotional, and academic outcomes for students.


	In the ESO context this responsibility to implement the above-mentioned policies is often at Executive Branch Manager level and in a school, at School principal level.



[bookmark: _Annex_D_–][bookmark: _Toc180574042][bookmark: _Toc192169684]
[bookmark: _Annexe_D_-][bookmark: AnnexeC][bookmark: AnnexeD][bookmark: _Toc210382205]Annexe D - Applying the hierarchy of controls to the risk of occupational violence 
The ways of controlling risks are ranked from the highest level of protection and reliability to the lowest as shown in Figure 1 below. This ranking is known as the hierarchy of control measures.
The hierarchy of control measures can be applied in relation to any risk. The WHS Regulations make it mandatory to work through this hierarchy when managing risks.
All controls must be considered in the context of other legislation such as the Senior Practitioner Act 2018 and the Discrimination Act 2004.· You must always aim to eliminate the risk, which is the most effective control. If this is not reasonably practicable, you must minimise the risk by working through the other alternatives in the hierarchy.
· The lower levels in the hierarchy are less effective because controls that change the hazard or minimise exposure to the hazard can only minimise the risk. You cannot eliminate the risk without eliminating the hazard.
· Administrative controls and personal protective equipment (PPE) are the least effective at minimising risk because they do not control the hazard at the source and rely on human behaviour and supervision. These control measures should only be used:
· to supplement higher level control measures (as a back-up)
· as a short-term interim measure until a more effective way of controlling the risk can be used, or
· when there are no other practical control measures available (as a last resort).



[image: This image provides information on risk controls.]
Figure 1 The hierarchy of control measures
Hierarchy of control measures in occupational violence context in schools and suggested control measures

	1
	Elimination (Most effective)
· Eliminating complex or challenging behaviour through the effective meeting of each student’s needs
· Removing dangerous objects/materials that may be used to cause harm.
· Securing access points to prevent unauthorised entry


	2
	Substitution
Modifying activities or environments to reduce risk:
· Using teaching approaches that minimise risk that students may become heightened 
· Creating sensory spaces or calming areas as alternatives to standard classrooms
· Providing alternative programs or settings for students requiring intensive support
· Moving high-risk activities to more suitable spaces
	Isolation
Creating physical separation where needed:
· Designing classrooms with clear sight lines and multiple exits
· Creating spaces for regulation
· Installing physical barriers in high-risk areas where appropriate (such as transparent screens at school reception desks)
· Ensuring staff have access to secure areas if needed
· Having designated safe rooms/places for staff and other students to retreat
	Engineering Controls
Modifying the physical environment:
· Installing communication and alarm systems
· Ensuring adequate lighting and visibility
· Using safety glass in windows and fixtures
· Designing classroom layouts to prevent entrapment
· Creating environments that minimise sensory overload
· Using furniture arrangements that allow safe distances between people


	3
	Administrative Controls
Policies and procedures such as:
· Plans to reduce risk posed by occupational violence for individual students and parents (typically an OVRA)
· Risk assessment processes 
· Clear emergency response procedures
· Staff training in conflict resolution and de-escalation techniques
· Adequate staffing ratios and supervision
· Information sharing protocols between staff
· Regular case coordination meetings
· Incident reporting and investigation systems
· Post-incident support processes
· Staff rotation for high-demand roles

	4
	Personal Protective Equipment (Least effective)
· Protective equipment for specific activities


[bookmark: _Annexe_E_–]Please note – All controls need to be considered in the context of other legislation such as the Senior Practitioner Act 2018 and the Discrimination Act 2004.

[bookmark: AnnexeE]
[bookmark: _Annex_F_–][bookmark: _Annexe_F_–][bookmark: _Toc180574044][bookmark: _Toc192169685][bookmark: _Toc210382206]Annexe E – Occupational violence incident management guide for managers and supervisors
In order to fulfil responsibilities under the Work Health and Safety Act 2011, the ACTPS Managing Occupational Violence Policy, and this procedure, Managers and supervisors must take the following steps following an occupational violence incident. 
	Activity
	How
	Where to seek support

	Activate emergency procedures (where appropriate)

	Each school is required to have a site-specific Emergency Management Plan (EMP) and Emergency Response Procedures (ERP) to prepare for, respond to and recover from emergency situations. The ERP outlines key roles and responsibilities and advice in case of an emergency, including whose responsibility it is to call police to request assistance in particular scenarios. 

	Contact the School principal or the Deputy principal 
Contact ACT Policing on 131 444 to seek their attendance or report an incident or call 000 for life threatening incidents to allow for rapid response. For more information refer to the ACT Police Assistance Guidelines (internal access only).

	Contain and control of the situation to ensure the safety of all concerned
	Take the appropriate steps to, when safe to do so, de-escalate the situation using conflict management techniques and following the OVRA controls, in the case there is one. Where appropriate seek help from more staff. 
	Contact the School principal or the Deputy principal 


	Ensure all affected persons are provided with first aid or relevant medical assistance
	If required, arrange first aid or medical treatment. Call an ambulance if urgent medical care is required.
	Alert the First Aid Office and the school principal or manager for the workplace. 
Call the ACT Ambulance Services on 000 

	Restrict access to the area and preserve the scene of the incident where safe to do so (where appropriate)
	Where applicable – i.e. where it is a notifiable workplace incident, the manager/supervisor should secure the area and make it safe to prevent a further incident. If safe to do so, preserve the scene and any evidence. 
	Contact School Operations on 02 6205 3313 or eduincidents@act.gov.au.


	Ensure notifiable workplace incidents are reported immediately to the ESO
	For notifiable workplace incident, you should complete a School Incident Report Form or contact School Operations as soon as becoming aware of the incident (or as soon as practicable). This step does not replace the need for the incident to be reported on the ACTPS Safety Portal and/or in SAS. 

School Operations will then notify the WHS team who will correspond with WorkSafe ACT on behalf of the school/workplace.
Refer to the Incident Management and Reporting page (internal access) for further information.
	Contact School Operations on 02 6205 3313 or eduincidents@act.gov.au.


	Allow immediate relief from work duties for staff affected by occupational violence incidents and who feel that they cannot continue to work
	If the worker requires time off work, provide information about personal leave or making an application for workers’ compensation. 
All work incident reports lodged in the ACTPS Safety Portal incident reporting system are reviewed by ESO to assesses the physical and/or psychological impact of the incident and applies a triage matrix to guide the post-incident support response. 
	Contact the Early Intervention and Wellbeing team on (02) 6207 8667 or eiaw@act.gov.au.

	Conduct an Operational Debrief
	An ‘operational debrief’ must occur shortly after an incident – typically the same day.  The purpose of the operational debrief is to make sure that everyone is safe and can access the support they need.  Impacted staff should be made aware of their leave entitlements (see above). 

This should be a short meeting with relevant and impacted staff in which staff are encouraged to make reports through the ACTPS Safety Portal about the incident; allows staff to contribute to a short initial risk assessment (i.e. is the incident likely to happen again in the short term, and if so, how can this risk be controlled).

If an investigation is needed, staff are made aware of how they can contribute to it. Staff are made aware of supports such as accessing leave, workers compensation, adjustments to their work, and EAP.

Managers and supervisors must seek to improve controls and support staff to apply controls effectively. 
	Contact the OV team on ovccm@ed.act.edu.au

	Support the worker to report the incident or complete the incident report on the ACTPS Safety Portal on their behalf
	Talk to the worker/s about what happened. Identify any additional witnesses. Ensure the worker and witnesses are provided with time and resources to report the incident in via the ACTPS Safety Portal within 48 hours. A report from each impacted worker should be entered per incident, either by the worker or a colleague on their behalf using the ACTPS Safety Portal or by the manager (on behalf of the worker) if they do not return to work within 48 hours (see below).  ESO monitors the ACTPS Safety Portal reports made and provides supports where required.
	Contact the WHS Team on 02 620 70614 or whs.edu@act.gov.au 


	Conduct an incident review or seek support for a formal investigation (where required) 
	An investigation can be as simple as a discussion between the person involved in the incident and their 
supervisor/ manager.

You should also conduct an incident review (root cause analysis) by working through how the incident occurred with your team directly. The less serious the incident, the more concise this process will be. Schools already do this every day after an incident: check on staff, determine what happen and create controls to prevent further incidents and provide support to staff. 

It is important to take time to speak to staff and any witnesses (where it is safe to do so), review reports or other evidence to assess why the incident took place and how to avoid this happening again. This is a no blame process. 

There will be situations where a formal investigation of the incident will be required to be conducted at school level with the support from ESO (the WHS team for example).  Where there is a more systemic or overarching cause such as a building feature, a workplace policy, procedure or process, or a service delivery component, it is important you let your WHS team know so that they can support you in the process. 

Further details on the incident investigation process can be found at the WHS incident investigation guidance for managers.
	Contact the WHS Team on 02 620 70614 or whs.edu@act.gov.au 


	Complete the manager’s section of the incident report
	The result of the review/investigation done should be captured in the manager’s response in the ACTPS Safety Portal as well as what the next steps are to support staff and to manage the incident. 

This information is important to help with the review/investigation and identification of control measures to reduce the likelihood of it happening again. 

If more than one incident report has been made for the same event, consider all related incident reports when identifying controls.
	Contact the OV&CCM team on ovccm@ed.act.edu.au

	Offer support to impacted persons via EAP (where appropriate)
	Support the team and/or individual worker by referring them to EAP or arranging specialist services as appropriate, e.g. EAP for critical incident support or other appropriate interventions.
	Contact the Early Intervention and Wellbeing team on (02) 6207 8667 or eiaw@act.gov.au; or 
Contact EAP (Converge) on 1300 687 327 (1300 OUR EAP)

	Follow up with the staff member regularly (Check-ins)

	Contact the staff member as soon as possible after an incident to do a check-in and to determine how and when contact will be maintained. For example, if the staff member will not be at work, they may feel comfortable with phone or text contact at agreed intervals. 

Maintain regular contact with the staff member (including for staff who return to work immediately). 

Determine what support is required for them to return to work as early and safely as possible - you may need to engage the Early Intervention and Wellbeing team to assist with available services. Provide workers’ compensation information, if required. 

	Contact the Early Intervention and Wellbeing team on (02) 6207 8667 or eiaw@act.gov.au 

	Consider the need for self-care

	Managers can also be negatively impacted by Occupational Violence, even if indirectly. Consider if you need support from your own manager, the Early Intervention and Wellbeing Team or access to EAP or Manager Support. Manager Support is a short term, solution focused assistance for staff that have managerial or supervisory responsibilities within the Directorate. Managers will receive coaching and advice to do with people management and leadership. This service helps managers manage their teams, have performance-based conversations, manage conflict, support staff to work through personal or work-related issues and support people through change and critical incidents.
	Seek your manager support
Contact the Early Intervention and Wellbeing team on (02) 6207 8667 or eiaw@act.gov.au
Contact EAP (Converge) on 1300 687 327 (1300 OUR EAP)


	Participate in investigations (where required)
	Assist WorkSafe ACT and/or your WHS team with the investigation of serious incidents by providing as much factual information as possible. Ensure all parties have the opportunity to consult with affected staff during review or investigation of the incident
	Contact the OV&CCM team on ovccm@ed.act.edu.au

	Identify and implement control measures
	Determine all contributing factors and identify suitable control measures with staff. Implement controls and regularly review to determine their effectiveness. 

	Contact the OV& CCMteam on ovccm@ed.act.edu.au

	Document the steps above in the incident report
	Document your management of the incident in the ACTPS Safety Portal.
	Contact the OV&CCM team on ovccm@ed.act.edu.au



[bookmark: _Annex_G_–][bookmark: AnnexeF][bookmark: _Toc210382207][bookmark: _Hlk185320323]Annexe F – Occupational violence training catalogue
Below is a guide for the frequency for which training packages must be accessed and refreshed to ensure staff skills and knowledge remain up to date. The guide also indicates the target audience of each of the training (blue indicates that that training is targeted to staff at that level/role).  If for any reason the training packages are updated to accommodate new information, consideration will be made as to whether staff must refresh their training earlier.  More information on the training modules, including how to access training can be found on HRMIS Learning and Service Portal. 
	
	Target audience
	
	
	Case-by-case assessment



	SCHOOL- BASED STAFF 
	Staff Role
	OV Induction Training
(face to face)
	OV Mandatory Training
(online)
	OV training for managers and supervisors
(online)
	WHS Mandatory
Training
(online)
	Psychosocial Safety Training (online)
	Universal De-escalation training
	Essential Skills
	Understanding and Supporting Behaviours
	[bookmark: _Hlk180508998]Introduction to Inclusive Practice 
	Trauma Informed Practice (Module 1-2) (online)
	Sensory Processing

	
	Business Managers
	
	
	
	
	
	
	
	
	
	
	

	
	Business Support Officer
	
	
	
	
	
	
	
	
	
	
	

	
	Deputy-Principal
	
	
	
	
	
	
	
	
	
	
	

	
	Learning Support Assistant
	
	
	
	
	
	
	
	
	
	
	

	
	Principal
	
	
	
	
	
	
	
	
	
	
	

	
	School Cleaners
	
	
	Only if supervising staff
	
	
	
	
	
	
	
	

	
	School Psychologist
	
	
	Only if supervising staff
	
	
	
	
	
	
	
	

	
	Teachers
	
	
	Only if supervising staff
	
	
	
	
	
	
	
	

	
	Youth Worker/Social Worker
	
	
	Only if supervising staff
	
	
	
	
	
	
	
	

	
	School staff (other)
	
	
	Only if supervising staff
	
	
	
	
	
	
	
	

	ESO STAFF
	Public facing staff (including routine contact via phone, email)
	
	
	Only if supervising staff
	
	
	
	
	
	
	
	

	
	Non-public facing ESO staff
	
	
	Only if supervising staff
	
	
	
	
	
	
	
	

	
	SOG As and Bs
	
	
	
	
	
	
	
	
	
	
	

	
	Executives  
	
	
	
	
	
	
	
	
	
	
	

	Training Frequency 
	

	ALL
	
	Once, when starting in the Directorate
	Every 2 years
	Once then on as needed basis (if supervising staff)

	Every 2 years
	Once
	Every 3 years
	Once and then on an as needed basis.
	Once and then on an as needed basis.
	Once and then on an as needed basis.
	Once
	Once



image1.png




image2.png
g
i ‘\\7/“ J
— “[





image3.png




image4.jpeg




