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NOTIFICATION OF RISK 

Any time there has been a change in the nature or extent of the risk of violence, Western School Division will 

provide employees with the information available within the limitations of the law. Information will be provided to 

the extent necessary for the purpose. 

HOW TO REPORT INCIDENTS OF VIOLENCE 

1. If the situation has or is likely to escalate into a physical act of violence, contact the police immediately. 

2. Report all threats or acts of violence to your Principal or immediate supervisor. 

3. The Principal or immediate supervisor will notify the Manitoba Workplace Safety and Health Division if the 

ƛƴŎƛŘŜƴǘ ƳŜŜǘǎ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ ŀ άǎŜǊƛƻǳǎ ƛƴŎƛŘŜƴǘέ όŀǎ ƻǳǘƭƛƴŜŘ ǳƴŘŜǊ ǘƘŜ ǎŜŎǘion, Process for Investigating 

Violent Incidents). 

4. The employee and the Principal will complete the Employee Incident Report. The form must be completed for 

all incidents, whether the incident involves a threat or act of violence. 

5. The Principal will immediately notify human resources and the Superintendent within 24 hours of receiving 

the Employee Incident Report. 

INCIDENT INVESTIGATION 

When an incident of violence has occurred or could reasonably be expected to occur, Western School Division will 

take the following steps:  

1. LŦ ǘƘŜ ƛƴŎƛŘŜƴǘ ƳŜŜǘǎ ǘƘŜ ŘŜŦƛƴƛǘƛƻƴ ƻŦ ŀ άǎŜǊƛƻǳǎ ƛƴŎƛŘŜƴǘέ ŀǎ ŘŜŦƛƴŜŘ ōȅ tŀǊǘ н ƻŦ ǘƘŜ ²ƻǊƪǇƭŀŎŜ {ŀŦŜǘȅ ŀƴŘ 

Health Regulation, the Principal, or immediate supervisor will immediately notify the Workplace Safety and 

Health Division and the co-chairs of the committee. 

2. The Principal or immediate supervisor will advise any employees who may be at risk and will notify the 

Superintendent of the incident. 

3. The safety and health committee co-chairs, the Principal or immediate supervisor, and any other persons 

required, will complete an investigation into the incident using the forms and tools in the investigation kit (ex: 

in staff room, beside first aid kit). 

4. All information available and relevant to the violent incident will be provided to the investigation team. 

5. The investigation results will be summarized by the employer co-chair of the safety and health committee 

with a copy of the report given to the Principal or immediate supervisor, Human Resource Manager, 
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FOLLOW UP TO A VIOLENT INCIDENT 

Employees who have been victims of violence will be: 

 encouraged to seek medical help from their healthcare providers or referrals for post-incident 

counselling, if required 

 given the opportunity to be examined by a doctor and transported to a medical facility, if required 

Western  School  Division  may  provide  counselling  and  de-briefing  services  for  employees  who experience 

violence in the workplace. 

Employees will keep all existing benefits while under treatment or counselling. 

If an employee gets medical help or misses work, both the employer and employee must file a report of injury with 

the Workers Compensation Board. 

The Principal, Safety Officer and Human Resources Manager will review the incident and its effects and take 

reasonable steps to accommodate employees involved in the incident. 
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