	Working Alone / Late:  Office Site

	Hazards Identified


	· Threatened or Actual Violence, 

· Threatening, Obscene, Harassing Telephone Calls

	Hazard-Specific Personal Protective Equipment
	· Supportive footwear with non-slip soles

· Loose non-restricting clothing

	Hazard Specific Training
(
(Please remove training items not applicable to your Agency)                 
	· Orientation to the N.S. OH&S Violence in the Workplace Regulations

· Workplace Violence Prevention Plan

· Prepare Training Course, Violence Response Procedures I, or Non-Violent Crisis Intervention, 

· Preventing Violent Incidents Safety Talk

	Related Safe Work Practices and Procedures
	· Working Environments With Pets 

· Driving Safety  

· Walking Safety

· Obscene, Harassing or Threatening Phone Calls

· Robbery and Mugging

· Threats and Physical Confrontations

	Safe Work Practice

	· Ensure someone knows your work schedule and is aware that you are working alone.

· Notify your Supervisor if you lose an office key, as the lock may have to be changed to maintain security.

· Arrange to call someone or have someone call you at regular intervals if you feel unsafe.

· Know the staff in other adjacent offices or buildings and be aware of their schedules.

· Do not open the door to strangers or say you are alone.

· Do not open back door unless absolutely necessary.

· If you suspect someone may be in the washroom, back out and go to a safe area with a lockable door and call for help.

Elevator:

· Do not get on an elevator with anyone who makes you feel uneasy.  Wait for the next elevator.

· Observe all people in the elevator for identification purposes.

· Get on the elevator last and select floor button last.

· If possible, stand near the control panel when entering.

· Get off the elevator if a suspicious looking person gets on with you.
· If someone or something makes you feel uncomfortable, push the button for the next floor or push the alarm.

· If attacked, push the alarm and as many floor buttons as possible.  Keep your back to the sidewall.

Stairwell:
· Scan stairwells and stop to listen for footsteps before entering.  Wait until that person has left before entering.

· Note the appearance of people who are not familiar to you, in case something does happen.

· If attacked, scream and try shouting ‘STOP, FIRE, HELP’, run to the nearest safe place – safe office and dial 911.

· If personal items, purse, etc. are grabbed, do not resist.  Throw the item to the floor as far away from you as possible and run in the opposite direction to a safe place and dial 911.

Telephone calls

· If receive an obscene, harassing, or threatening telephone call, interrupt the conversation firmly but politely and advise the caller you will terminate the call unless the caller refrains from using abusive language.

· Stay calm and don’t try to be clever.  A witty response may well be interpreted as a sign of encouragement.

· To help identify the caller, note displayed number and/or person identified and place call on speaker phone or voice- record conversation.

Be sure to note:

· exact wording of the threats made;

· any regional or ethnic accent, speech impediment, or distinctive voice characteristics;

· the caller’s manner of speaking; for example tones of anger or calm; and,

· back ground noises or any other identifiers that would assist in identifying the caller.

· Do not give home phone numbers of staff or clients.  If caller requests a home number, ask for their number and tell them you will pass the number along to the person.

· If the caller calls back, interrupt the conversation firmly, but politely and terminate the call.

· Don’t extend the call trying to figure out who is calling. This or any other type of reaction is exactly what the caller wants and needs.

· Be aware the caller may come to your office. 

· Contact police if person threatens to come to office site.

· Notify your supervisor as soon as possible of any incidents and document on the employee occurrence form.
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Note: This safe work practice (SWP) has been provide by Lunenburg Home Support and is intend as a guide for you to develop your organization’s SWP.
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