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Village of Menands

Vitlage of Menands Workplace Violence Prevention Policy Statement

Village of Menands is committed 1o the safety and secwrity of owr cmiployces.  Workplace
violence presenis a serious occupational salely havard (0 owr agency, stalf, and clicnts. Threais,
threalening hehavior, or aels of violence against Village ol Menands employees where any work-
related duty is performed will be thoroughly investigated and appropriate sction will be taken,
including sumunoning criminal justicc authorities when warranted.  All employees ae
responsible for helping o crcate an environment of muinal respeet for cach other as well as
clients, following all policies, procedures and program requirements, and for assisting in
mainiaining g sale and secure work envivommeni,

This policy is designed to mect the requircments of NYS Labor Law 27b and highlights some ol
the clements that are found within our Workplace Vielence Prevention Program. “Lhe process
involved tn complying with {his law included a workplace evaluation that was designed fo
wlentily the workplace violence hazards our employees could be exposed {o.  Authorized
Employee Representatives) will, at a minintum, be involved in:
* T'he cvaluation of the physical cnvironment;
* The development of the Workplace Violence Prevention Program and;
» The review of workplace violence meident reporls ab least annually 1o identily
trends in the types of incidents in the warkplace and review of the elfecliveness
of the mitigating actions takcn.

All employees will participate in the annual Workplace Violence Provention Training Program.
The geal of this policy is to promote the safety and well-being of all people in ow workplace.
All incidents of violenee or threatening behavier will be responded to bmmediately upon
notification.

Al Village of Menands personnel are responsible for polifying the contact person designated

below of any violence incidents, threatening behavior, including thresis they huve wiinessed,
received, or have been told that another person has witnessed or received.

Desipnated Contact Person:

Viltage Clerk
(518) 434-2922
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‘Village of Menands

WORKPIACE VIOLENCE PREVENTIVE PTROGRAM

—_

All employees will be trained on Workplace Vielenec annually

2. 'The Workplace Violenee Poliey will be posted in every Department
3. Workplace Violence reporling forms wit] be placed in each Depariment

.

b.
c.
ek

Erployess with repor] any Workplace Violence meident o {heir Depariment Head or the
Menands Police Dispatcher

The Menands Police are notified

LiMS is to contacted if there are any injurics

‘The repotiing lorm is 1o compleled

4, A Workplace Violence Response tean will be contacted
3. A Workplace Violence Response teaun will consist of the following:

.
b.
C,

d,

Menands Police Dopartment

Chief of Police and Deleciive Sergeant
Depariment head

Village Clerk

6. An investigation will be completed for all cascs of Workplace Violence

d.

Copy of investigation kept in the Village Office

7. Workplace Violence check sheel will he completed January and July of each year

8. A Workplace Violence Assessment will be compleled and reporled back 1o employees aller each
assessiment is complete. Copies of the assessments will be kept on file in the Village Ofice.

4. Ewvery month the Villape Clerk will review all injurics from previons months and record finding.

10, In December of cach year the Workplaee Violence program will be reviewed and updated with
the following people:

i,
b,
e,
d.

Village Clerk
Department Heads
Union Reps
Mayor

11. Any changes or added rick Tactors will be added lo Workplace Violence check sheet




Village of Menands

WORKTLACE VIOLENCY INSPECTION CHECKLIST

Tnspecticn copletad on

TRAINING
1. Arc workoers trained in the emergency response plan (lor example, escape roules, nolifying the
proper authorities)?
1 Yes 1 No o Sometimes Notes
2, Are workers trained to report viclent incidents or threats?
oYes 0 No o Sometimes Notes -
3. Arc workers frained in how to handle dilticull cHentls or palienis?
O Yes o No o Sdmetimes Notes
4, Ave warkers trained in ways to prevent or defuse potentially vielent situations?
o Yes o No o Sometimes Notes
5. Arc workers trained in personal safely and sell“defense?
o Yes 01 No n Somelimes Notes
FACILITY DESIGY

1. Isthere somcone responsible for Village of Menands secunity?
O Yes 0 No 0 Somelimes Notes

Wio is 47

2. Ts adequate and trained staffing available to proteet workers against assanlts or other vielence?
O Yes o No 0 Somtetimes Notes

3. Arc there cnough exists and adequate roules of escape?
OYes N0 n8ome Noles

4. Can exit dours be opened only from the inside to prevent unauthorized entry?
o YescNoo SoineNotes

5. Isthe lighting adequate to see cleatly in indoor areas?

o Yes o No o Some Notes

6, Are there employee-only work areas that are scparate from public areas?
o Yes o No o Some Notes

7. Could someone hear a worker call for help?
O Ycs O No o Some Noles

8. Can workers observe chienis in waiting areus?
(1 Yes r1 Mo Sone Notes

9. De meas used for client interviews allow co-workers to obscrve any probleims?
O Yes o No o Somnc Notes .

10. Arc waiting and work arcas froe of objects that could be used as weapons?
O Yes 3 No O Some Noles




i1, Are chairs and furniture sceured to prevent wsc as weapons?
O Ycs 0 No o Some Notes

12, Is lurmiture in wanling and work areas aranged o prevent employees from becoming trapped?
1 Yes o No o Somme Notes

13. I3 a sccure place available lor employees lo stove their personal belongings?

2 Yes 0 Mo o Some Notos

14, Are private, locked restrooms available for staff?

1 Yes 0 No o Some Notes

SECURITY MEASURERS

1. Physical barriers (Plexiglas partitions, elevated counters to prevent people from
jumping over them, bullet-proof costomer windows, etc.}?
o Yes o No o Somc Notcs S

2, Securily cameras or closed circuit TV in high-risk areas?

O ¥es 01 Mo 11 Some Noles

3. Panic buftons (portage or fixed)?

O Yeos 0 No o Sotne Notes

4. Alarm systemas?

o Yes o No o Some Notes
5, Metal delectons?

o Yes £ No 1 Some Noles
6. Door locks?

o Yes 0 No o Some Notes

7. Internal phone system to activate emergency assistance?

11 Yes 0 No o Somne Notes

8. Phones with an oulside line programmed (o the Pulice Mhspatcher?

O Yos o No o Some Nokes

2. Two-way radios, pagers or ccllular phoncs?
a Yes 0 Mo O Some Motes
10, Securily murors {convex mirrors)?

O Yes 01 Mo n Some Notes

11.  Secured cntry (buzzers)?

O Yes a No o Some Notes




OUTSIDE THE FACILITY
I Do workers fizel safe walking fo and from the workpiace?

11 Yes i No 11 Someihmes Noles

2. Aae the cnfrances to the building clearly visible from the street?

O Yes 0 No g Sometimes Notes

3, Ts the aren swrounding the building free ol bushes or other hiding places?

o Yes 0 No a Sometimes WNotes

4, Iz video surveillance provided cutside the building?

b Yes o0 No o Sometimes Noies

3. 14 theve enough lighting lo see clearty oulside the building?

O Yes O No 0 Somelimes MWoles

6. Axc all exterior walkways visible to sccurity personnel?

0 Ycos o Ne o Somctimes MNotes

7. Is there g nearby parking lot reserved lur emplayees only?

11Yes 1 No i Someimmes Noles

8. ts the parking lot free of bushes or other hiding places?
2 Yes 0 No b Somcetimes Notes .

g Is there enough lighting to see clearly in the parking lot and when walking to the building?
0 Yes O No o Somwetimes Notes

10, Have neighboring facilitics and busincsses expericneed vielence or crime?

O Yes o No o Sometimes Notes

WORKPLACE PROCEDURES
1. Is public access to the buitding eontrolled?

0O Ye¢s 0 No o Somctimes Notes

2 Is other emerpency information posted, such as telephone numbers?

1 Yes 0 No e Someibmes Woles

3. Arc special securiiy measures taken to proteet people who work late at nigit {escorts, locked
enlrances, eic,)?
o Yes 0 No o Sometimes Notes

&4, Are visilors or clienis escovled to offices (o appomiments?

0 Yes 1t Wo 0 Sometimes Noles

3. Ade worlers notified of past viclent acts by particular clients, patients, ete.?

O Yes o No o Somctimes Motes

6. Are securily devices lested on a regular basts and repaired promptly when necessary?
O Yes 0 No o Sometimes Notes




15 there enough lighting to see clearly in all arcas where worlers must go?
O Yes 1 No 42 Sometimes Noles
8. Ave there safe places for workers 1o eat, use the restroom, stove vatuables, ele.?
O Yes 0 No o Sometimes Notes ___
Work Pracedures:
1. Docs a policy oxist to allow workers o reluse serviee {0 cHenls or customers in a havardous
situation?
2 Yes o No o Scmetimes Notes
2. Is a sale vehicle or other iransporlation provided by the employer for use in the ield?
OYes 0 Mo o Sometiunes Notes _ . i
3. Ave vehicles used in the lield roulinely inspected and kept in good working order? .
O Yes O No o Somelimes Noles :
4. Iz there always somconc who knows where cach workor is?
o Yes o No o Somctimes Notes
5. Are name lags tequited lor workers in (he Beld?
o Yes o Mo o Sometimes Notes
6. Ave workers notified of past violent acts by particular resident?
O Yes 1 No 1 Sumetimes Noles
7. Ave workers bricfed about the area in which they will be working (gang colors, neighborhood
culiure, language, drug activily, ele.)?
O Yes 0 No o Sometimes Notes _
8. Can waorkers elleclively communicale wilh people they meet in the Ueld (same lunguage, elc.)?
0 Yes o No o Sometimes Notes R :
9, Are people who work in the fleld late at night or early momings advised aboui special precaniions (o

NOTES:

lake?
o Yes 0 Mo o Somctimes Notes




POLICE
1.

10,

11.

12,
13.

NOTES:

Al doors leading into Police Departraent are locked at all times.

0 Yoz o No 0o Somctimmes Notes

People have to be buzzed into Police Department,

£ Yes 01 No 13 Somelimes Noles

L'he froni entrance of Police Department is set-up with bullet proof material.

O Yes 0 Ko o Sometimes Notes

Cumeras are on place throughout the Police Depariment.

M Yes 1 Mo 0 Somelirmes Noles

When Police Officers go on hiph risk calls {(example: Domestic, Robbery assaults) are uniis
dispatched alone.
11 Yes 0 No 1 Somebimes Notes

Are Police OfTicers supplied with proper equipment to insure their safety while working in the field.

C Yes o No o Somctimes Notes

Agreements with other Police Departiments are in place it needed for high visk calls.
o Yes O No © Somctimes Notes

Perform “enforcement™ funciions?

O Yes 0 No o Sometimes Notes

Have to take someflung away (rom people (remove children from the home, turn off utilities, etc.)?
O Yes o0 No o Sometimes Notes

Have contact with people who behave violently?

0 Yes @ No 11 Somelimes Noles

Use vehickes or wear clothing marked with the name of an organization that the public may strongly
dislike?
o Yes 0 No o0 Sometimes Notes

Perlorm duties inside people’s homes?

2 Yes o No o Somelitnes Noles

Llavec contact with dangerous animals (dogs, cic.)?

0 Yes 0 No o Sometimes Notes




COURT

|

10.

Daors leading to Courl and Court Clerk are locked.

O Yes 0 Mo o Sometimes Noles

People coming to seo Court Clerk mmst be anncunced to the Court Clerk.

11 Yes o No o Sometines Notes

Peapte coming 1o see the Courl Clerk must be buzzed in,

2 Yes o Nao o Somcetitnes iNotes

— e am . .:

The door is closed and locked when dealing with people coming io see the Courd Clerk,
O Yes 0 No 0 Somctimes Notes

When Court is in session before going info the Court Room everyone must go through a metal detector.
O Yes 0 No & Sometimes Notes

People attending Court are led away from the Court Room.

11 Yes o No o Sometiimes Notes

Are sale guards in place while in Courl to insure salely of stall?

o Yos o No o Somcetimes Notes

Are cameras in Court Room?

g Yes 0 No o0 Sometimes Motes

Ate there cameras 1 Coart Clerk’™s Offiee?

£l Yes 1 No 11 Sometimes Noles

Ade there cameras in hallway and wailing area,

O Yos 0 No G Somctimes Motos

NOTES:




Dew

Droes a policy exist to allow workers to refuse service to clienis or customers in 8 harardons
situation?
0O Yes 0 Mo 0 Sometimes Noios

Is g safe vehicle or other transportation provided by the employer (ot use in the field?
OYcs 0 Mo o Sometimes Notes

Are vehicles used in the field routinely inspected and kept in good working ovder?

11 Yes 1 No oL Somelitnes Noles

{s there always someone who knows where each workoer is?
o Yes o No o Sometimes Notes

Are name tags required for workers i the field?
O Yes o No 0 Somctimes Notes

Are workers notified of past violent acts by particular resident?

1 Yes 1 No 0 Sometimes Motes

Ade workers bricfed about the arca in which they will be werking {gang colors, neighborheod
cullure, language, drug aclivily, elc.)?
o Yes 0 No o Sometimes Notes

Can workers ellectively commiunicate with people they meet in the field (same language, cte.)?
0 Yes 0 No - Somefimes Notes

10 Are people who work in the [leld Tale st nighl or early movnings advised about speeial precautions fo
take?

o Yes 0 No o Somctimes Notes

11 1= public access to the building controlled?

(7 Yes O No O Somietitnes Notes

t2 Ts other emergency imfurnmation posted, such as lelephone numbers?

O Yes o No O Somelimes Noles

13 Use vehicles or wear clothing marked with the name of an organization that the public may strongly
dislike?

O Yes 0 Mo o Sonetimes Notes

14 Perform duties inside people’s homes?

o Yes 0 Mo o Somelimes Notes

15 lave contact with dangerous animals (dogs, cte.)?

NOTLS:

g Yos 0 No o Soimcetimes Notes




FIRE DEPARTMENT

1. TIs a safe vehicle or other fransportation provided by the eimployer for vse in the field?
oYcs a No o0 Somctimes Notes

2. Are vehicles used in the field routinely inspected and kept in pood working order?

i Yes o No o Sometimes Notes

3. Is there always someone who knows where each worker i8?
g Yes o0 No o Somctimes Notes o

4, Are workers nofified of past viclent acts by particular resident?

£1 Y es 11 No er Sonetimes Notes

5. 1z public access to the building controlled?

O Ycs 0 No o Somctitnes Notes

6. Is other emergency information posted, such as telephone mumbers?

11 Yes i No o Sometimes Notes

7. Usc vehicles or wear clothing marled with the name of an organization that the public may strongly
distike?
o Yes o0 No o Sometines Notes

8. Perfomm duties inside people’s homes?

a Yes 0 Mo 0 Somelintes Noles

9. Scewrity cameras or closed cireuil TV in high-risk areas?
o Yoz 0 No o Somc Notes
10, Droor locks?

o Yes o No o Some Notes

11, Phones with an outside line programmed to the Police Dispatcher?

O Yes o No O Some Noles

12, T'wo-way radios, pagers ot cellular phones?
0O Yes 0 No o Somc Notes

NOTES:
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RISK ASSESSMENT
January 2017

A, Tdentify Potential Risks and Vulnerabilitics
£, Viflape Government Deparimenis

Police Departmeni - High Risk

Village Court - Figh Risk

Fire Department — Maoderale Risk
Village Clfice — Moderate Risk
Department of Public Works - Low Risk
Cither Bepartments - Low Risk

2 How much public contact is there?

Police Department - [Tigh

Village Court - High

Fire Department - - High

Village Offiee - High

Department of Public Works - Moderate
Other Departments - Low

@O0

TED R

"3 Are fhere muany employee terminations?
A, There s a very low turnover rate (or the Village of Menands
B, T.ess than 2% of employees have been tepminaled in past 5 years
4 Is there a high stress fevel associated with the fype aof work done in the deparfment?
Police Pepartment ITigh Stress
Willage Court Moderate Stress
T'ire Departiment ITigh Stress
Village Qffice Low Stress
Bepartment of Public Works Moderate Stress
Cther Departments — Low Stress
5 Dﬂee the department handle casle fransactions?
Police Departinent Yes
Villaee Court Yos
lire Department No
Village Office Yes
Department of Public Works Yes
Other Departiments No
fi, Do employees work in the field?
A, Police Deparimenl Yes

AES O
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B, Village Court No

(. Fire Depariment Yes

D, Village OMice Yes Code Enfurcement / Building Tnspecior Yes
F. Department of Public Works Moderate Yes

ASSESS PRYSICAL AND ENVIRONMENTAL SECURITY
A, Chetside of Facifity
I Tighting there is Lights on all sides ol'building
2. Shrubs no shrubs all plantings are low 1o ground
1. THding places
o,  Stairs to parking lot
b. Corners of building
¢. Rear of Firehouse near dumpster
2. Obstructions there none around the buildings
B. Access Control
1. Door and window locks
4. Police Department All doors are locked and have to buzzed in to gan entry
into department
b. Court Clerk Door is [ocked
a. Has to announeced before going to see Court Clerk
_ h. Door to Court Clerk has to be bussed to be opened
¢. When Court is in scssion
a. Entry through Firchouse
b, Must go through meial delecior
¢, People waiting for court stuged in in Fire Hall antil ealled 1o court
d. Police Offices are in waiting area, owiside courl room and inside court
rooIm
d. The Firehouse all doors are locked no access for public
g. DPW all doors are locked no access for public
2. Number of public entrances
4. Onc main entry to Main Duilding
b. Onentry for Firchouse
¢.  Oncntry for DPW
3. After howrs lock down plan
a. All doors and windows are locked prior closing department
4. Key control
a. Depariment Heads controt keys o emiployecs to give them aecess to certain
doors
b, Master sel of keys are localed in the salt in the Village Office
C. Inside of Fucifity
1. While courl is in session people going lo courl must sign in
Cowl Roon there are benches inslead on chairs
Tnside ol Police Department people under arrest arve handculted fo bench
Electronic secunily oplions
g, Camerss e localed
a.  Chtside of building

I ot B3




Inside Police Department
Ingide Courlraom
Court Clerk’s Offtcc
Hallway outside Court Room and Clerl’s Office
. Stairwells
g. Fire Hall
b, Panic Alarm in Court Clerk’s Office
¢, All Phone have Police Dispateher programed into phone

I

IDENTIFY APPROPRIATE PREVENTATIVE ACTIONS TO BE TAKEN

l. Risk Assessmenls are going Lo be completed Jannary and July of cach year and any changes or
risks will be commiamicated lo employees

2, The Village Clerk will monthly g review of employee's imuries

3 Month training program has been setup online or class

IMPLEMENT FACILITY SECURITY IMPROVEMENT
l. dote Cameras to be inslalled

STAFF RISKS AND VULNERABILITIES
A, Insuring that appropriate doors are locked and procedures are followed
B. Staft and visitor inleraclions
(2. Field operations

SAFETY STRATEGIES
A, Cash control
1. Couwrt makes deposits every and Village Oflice as needed
1. Daon’t make deposits same thme
2. Don’t take same route each fime
3. Don't make bank bag visible

REPORTING ACTUAL OR POTENTIALWORKPLACE VIOLENCE
A, Incident reports, police reports, report of Workplace Violence are to be senl to the Village

Clerlke

RESPONDING TO ACTUAL OR POTENTIAL WORKPLACE VIOLENCE
A, The Menand Police Depariment
B. Chiel'of Police and or Delective Sergeant
(C. Deparimen{ Head
B. Village Clerk
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250 Birgacdway
Monands, MY [2204
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Fax (518} 427-7303

WORKPLACE VIOLENCE INCIDENT REPORT

Date of Incident

Time of dayfshift when the incident coourred

Warkplace Laocation where incident oocurred

2w N =

Provide a detailed description of the incident including;
Evenis lzading up to the incident and how the incident ended;
MWames and job kitle of involved employee(s);

Mame of other identifier of other individuals involved;

Mature and extent of injuries arising from the incident and;
MName of witness;

TROSTEESY
Slove . Bowfol
Dhane Folay
Seth Hariz
Adlgen L, Micoli

Nete: Refer io 12 NYCRR Part 800.6 Section {i)[3i0) for epecial instruction on privacy cancern cases,
Print additionat shests if necessary.
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INCIDENT REPORT

Village of Menands

Dafe:
Employeg Manager
Name: Nane: _
Telephone: Telephone:
Incident:
Drade: . R
Time: e
Location:

Deseription of Incident:

fimployee Explanation:

Withess:

Fxplain:

By signing this document, you acknowledpo that j,rm_l have read and understood the
information contained hercin

Employee Manager

B _f}alu Dale
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x  Village of Menands

250 Broadway
Menands, MY 12204
(518) 434-2022
Fax (518) 427-7303

LABOR / MANAGEMENT

Date: Jarmmary 19, 2017

Village of Menands meet with Ropresentatives for Menands PBA and The Teamsters to identily alf risk
factors for employees in regards to Workplace Violence, All partics agreed to the checklist forim to
evaluation building, prounds and work areas for ciployees to insure a safe enviromnent. After the
checklist is complete an asscssment will completed and shared with all employees.

Sigmed:

Teamsiers: W*ﬂg - k‘“;
¥

Menands PBA: % _
Village Clerk: ‘% M
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Village of Menands

RISK ASSESSMENT
Jamuary 2017

A, Identify Potential Risks and Valnerabilitics
i Village Government Pepariments
M. Police Department - High Risk
B. Village Courl - High Risk
(. Fire Departmeni — Modetale Risk
. Village Olfice — Moderals Risk
E. Deparimeni of Public Works - Low Risk
F. Other Deparlments - Low Risk
i How much public confact is there?
Police Departiment - Iligh
Village Court - High
Fire Departinent - High
Yillape Officc -- High
Department of Public Worls - Modcerate
‘. Other Departinents - Low
3. Avre there wany employvee terminations?
AL There iz a very low turnover rale for the Village of Mcnands
B. lLess than 2% ol employees have been lerminaled in past 5 years
4. Is there a high stress level associafed with the fvpe of work done in the departiment?
A. Police Department High Stress
B. Village Courl Moderale Stress
{1, Fite Department TTigh Stress
N, Villuge Office Low Stress
E. Department of Public Works Moderate Stress
F. Other Pepartinents — Low Stress
5. Daes the department handie cash traasactions?
Police Departmeni Yos
Village Court ¥Yes
Fire Pepartment No
Village Office Yios
Department of Public Works Yes
Other Departmenis No
b, Do employees work in the field?
A, Police Department Yes

TEOO®D >
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B. Village Courl No

{C. Fire Department Yes

D). Village Office Yes Code Enforcement / Building Tnspeclor Yes
E. Depariment of Public Works Moderate Yes

ASSESS PHYSICAL AND ENVIRONMENTAL SECURITY
A. Outside af Facifity
1. Lighting there is Lights on all sides of building
2. Shrubs no shrubs all plantings ave low to ground
1. Iliding places
a. Stairs fo parking lot
b. Comcrs of building
¢. Rear of Firchouse near dumpster
2. Obstmections there none around the buildings
B. Aeccess Conleo!
1. Door and window locks
a. Police Department All doers are locked and have 1o buzzed in (o gain eniry
into department
h. Court Clerk Door is locked
a. Has to ammounced betore going to sec Court Clerk
b, Door to Court Clerls has to be bussed to be opened
c.  When Cour( is in session
a. Eniry ibrough Firehouse
b, Must go through melal detesior
¢. People waiting for court staged in 1n Fire Hall uniit called to court
d. Police Offtces are in waiting ares, outside courl room and tnside eourt
room
d. The Firehouse all doars are locked no access for public
¢. DPW all doors are locked no access for public
2. Number of public entrances
a. Onc main entry to Main Building
b.  Ou eatry for Firchouse
c. Oncntry for BPW
3. After hours lock down plan
a.  All doors and windows arc loeked prior elosing department
4. Key eoniro!
a, Deparimeni Heads contiol keys to employces to give them access to certain
doors
h. Masler sel ol'keys are located in the safe in the Village Office
C. fnside af Facifity
1. While court 13 In session people going 1o courl must sign in
2. Courl Room theve are benches inslead on chairg
3. Tnside ol Police Deparliment peopte under girest gre handenfled to beneh
4, Electronic securily options
g, Cumeras are Jocated
g. Outside of building




b. Instde Police Department

¢. Inside Courtroom

d. Court Clerk’s Office

&, Ilallway outside Court Room and Clerk’s Office
f. Stairwells

g. FireIlall

b, Panic Alanm in Court Clerk’s Office
¢.  All Phong have Police Dispatcher propramed into phone

TDENTIFY APPROPRIATE PREVENTATIVE ACTTONS 10 BYE TAKEN

1. Risk Assessments are going to be completed January ang July of each vear and any changes or
risks will be conununicated te ecmployees

2. The Village Clerk will monthly a review of cmployec’s injurics

3. Month training program has been setup online or class

TWPLEMENT FACILITY SECURITY IMPROVEMENT
l, tore Cameras to be installed

STAFF RISKS AND VULNERABILTTTES
A, Insunng that appropriate doors are locked and procedures are followed
B. Stalland visitor interactions
{’. Fizld operations

SAFETY STRATEGIES
A, Cash controf
1. Cowrt makes deposits every and Village Office as needed
l. Bon’t make deposits same lime
2. Don’t lake same roule each time
3. Don'l make bank bag visible

REPORTING ACTUAL OR POTENTIALWORKPLACE VIOLENCE
A. Incident reports, police reports, report of Workplace Violence are 10 be senl Lo the Village

Clerk

RESPONDING TO ACTUAL OR POTENTIAL WORKPLACE VIOLENCE
A, The Menand Police Departiment
B. Chigl of Police and or Detective Sergeant
C. Drepartment [Tead
I, Village Clerk




VILLAGE OF MENANDS
INJURY AND WORKPLACE VIOLENCE EVALUATION

Manth Year  Date of Hyal Findmgs

Month Year Date of Lival Findings

Month Year Datc of Lival ' Findings

wonth Year Dateof Lval Findings

| | I

Month Year  Daic of Lival Findings

i 1 |

Month Year Date of Lval Findings

1 ! I

Month Year  Date of Bval Findings

Monti1 Year  Datc of Eval - Flindings
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TRUSTEEY

M’AYGR_ Steve C. Boulel
Megan Grenter Dlane Foley
o Seth Harrls
FHIAGE CLERK Aileen L. Micalk
[rn Tlandeslian

Village of Menands

Kunlcigal Bullding
250 Erpadvizy, Merpnda, MY 12204
(518} 4342922
Fax: (5B} A27-T303

To: Village Board

From: Don Handerhan, Village Clerk
Re: Mandatory Traming

Date: December 2%, 2016

To keep in compliance with PESH, Thave setup g Onling Tratning Program with PERMA for all
employees ol the Village ol Menands, Each training class takes approximaiely 30 1o 60 minutes to
complete. Fach employes will be given one hour a monih to complete the training while sl work, The
cmployee will be given a sheet that cxplaing how fo log on and sctup am account. Attached you will
finel a Training Schedule for 2017 and a copy of the logon sheet.




TRUSTEEY

MAYOR Steve G, Boulet
Megen Crenkiee Diane Faley
s oz Fi
Eroct TTauderbren
»
Village of Menands
150 Broadway
Moenands, NY F2204
(518) 434-2022
Fax (518) 427-7303

Coursc DPwW Coursc Ilire
HazMat Awarcness Jan HazMat Awaircncss Jan
Work Place Violence Iich Work Place Violence Feb
Dretensive Driving Mar Defensive Driving Mar
Sexual [Tarassment Apr Sexual Havassment Apr
Working Outdoors in Working Cutdoors in
Warm May Warm May
Emerpency Preparcdness Jun Lmcrpency Preparedness Jun
Lockout/Tagout Jul Lockout!/ Tagout Jul
Stress Management Aung Sirces Management Aug
Back Safety Sep Back Safety =Sep

Working in Lixtreme

Working in Extremc Temps  Oct Temps Qct
Trenching & Fxcalion
Salely Nov Bloodborne Tathogens Moy
Hazard Commumications D Harard Communications Dec

Course D Course Office
HazMat Awareness Jan Oflice Salely Jan
Work Place Violenee Feh Work Place Violenee tich
Drefensive Driving Mar Defensive Driving Mar
Sexual Harassment Apr Scxval Harassment Apr
Working Ouidoors in
Warm May Eiltical Decision Making May
Emergency Preparedness Jun Emergency Preparcdness Jun
Lockout/Tagout Jut Safoty Data Shects Jul
Stress Management Aug stress Management Aug
Back Safety Sep Back Safety sep
Working in Extreme Temps Cct Workplace Crionomics Ot
Bloodborne Pathogens Mov Bloodborne Pathogens Moy
Hazaxd Communications Dec Iazard Communications Bec




PublicSectorHR
——="CONSULTANTS LLC

TxamRT
Herpaim Fhedsunton Sofidlons Riznde Sipke

Janunary 24, 2017

Don Handerhan
Village Clerk
Village of Menands
250 Broadway
Menands, NY 12204

Dear Mr. 1landerhan:

This is to confirm that I conducted Warkplace Vialence Prevention Training (2 sessions})
for the Village of Menands’ employees on January 19, 2017,

Sincerely,

Bt P Tisrcsa,

Ronni M. Travers, SPIIR
Tresident

Publl; Secfer HRE Consultants LEC
id4 Knollwood Crive ® Glenville, New York 12302
Fhono 818,3994612 # Fax 518.384.1962
wwaL plbilicsectorhr.org




VILLAGE OF MENANDS SIGN IN SHEET

First Last
Steve  Boulet
Dianc  Foley
Seth Llarris
Aileen Nicoll
Meg Grenier
Lisa Proskin
Susan  Dube
Robert DBocher
Kimberly Musella
Mike  Hagmann
Sean Connors
Mare  Boyver
Rick Ognan
Joshua Kinneston
Mak  Carnegie
Maltthew Gakuski
John Sheehy
Marty  Thompson
Harry  Hourbour
Kelvin - Schoonmakae
Mike (’Brien
Frank  T.acosse
Ryan St Gelais
Ed Bames
Zachary Bourdeau
Mike Dambzto
John Favals
John Murphy
Aaron 5t Gelais
Scott Westfall
Paul Stone
Jacquelin Goves-Spenc
Anthony Agresta
Ralph  Southworth

Kenncih

Fuchs

TOPIC:

ngggx%gggf Dot Fr r‘*“i':'n!aTE

19,2007

ldmn S

PRESENTED BY: "Aean’ Travers Pu_bhf_ Secfar HE .:ia_.;:mjf[xnﬁ

Department

Board
Board
Board
Board
Board
Court
Court
Court
Court
DPW
DPW
DPW
DPW
DPW
DPW
DPW
DPW
DPW
DPW
DPW
Police
Police
Pohee
Police
Police
Police
Police
Police
Police
Police
Police
Police
Police
Police
Police

Print Sign

. /) -
Jusan 7 Db /WML [ Vbl

Kim Wieedic. 7Y

Mie tRcmprn/ M

Seany Candony y -
M@ﬂﬁmr &uﬁ# 0 o
> ' i -

Bk Opm. ~
Sosk [runeton)

\
PARINA, Tt Tzl q\{\-«}b\—\ k ,\

1A G:\"\"-'K
Mot Geluab )

Aopnd  SHeel ¥ . Db
Hapty THOMPSoM
_ _ Wl S d
ME} U;ﬂ &meﬁm /’
4, il Sl B b o>
Lr.:‘,m'x "j;t GZ:’{&L\r
_%:i Poerwsel

< .

ek, Roueay

-

LBl

Leegi—idas4Eetl




Marcus Decler

Carlos  Nazario
David  Bushey, Jr.
Christope Kowalski
Tressa  Young
Lori Dudck
Crystaliir Kicinhans
Brendon (O’Donovan
Mara Walter
Paul Reuss
Donald IHanderhan
Doreen Gadani
Bill Smith
Cheryl Lyon
Sheila  Hyait
Lyle Darmetko
Bill Giering
Diane  Leonard
Kevin  Franklin
Stephen  Rehlfuss
Dianne Mackarland

Police
Police
Police
Police
Police
Police
Police
Police
Police
Village Office
Village Office
Village Office
Village Office
Village Office
Village Office
Village Office
Village Office
Village Office
Village Office
Vitlage Office
Village Office
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VILLAGE OF MENANDS -
HARASSMENT IN THE WORKPLACE

Test Your Knowledge

Indicate whether the following staternents are true or false.

True

False

1.

Men in male dominated workplaces should
change their behavior when a woman begins
working there.

The use of ethnic stereotypes in the workplace
cannot create a hostile work environment unless
the stereofype is directed at a specific co-
worker,

Sexvally suggestive visuals or objects In a
workplace do not create a liability unless an
employee  complains  about  them  and
manragement allows them to remain.

It is considered sexual harassment i a
supervisor dates a subordinate employee.

Telling jokes with a racial or sexual meaning or
tone viclates the Village's harassment policy.

The lack of harassment complaints is a good
indication that harassment is not occurring.

Posting sexually or racially otiented carioons in
public or semipublic places is an exampie of
workplace harassment,

Gender-specific profanity could support a female
employee’s claim of sexual harassment even if
the words were not directed at her,

Wearing “sexually seductive” clothing in the
workplace violates the Village's Harassment

Policy.




VILLAGE OF MENANDS
WORKPLACE VIOLENCE PREVENTION

Workplace Violence Exposure Questionnaire

Do you handle cash receipis and malintain cash on
hand in your department?

Bo you have to enter a resident's home in the course
of your job?

Have you ever engaged in an open, escalating
disagreemant with a member of the public?

Do you work alone or during early or ate hours?

. Have you ever had a physical altercation with

another empoyse?

Do you have to deal with irate members of the public
face lo face?

Have you been made aware of the resources
avaflable through the Vilage's Health Insurance /
Employee Assistance Program if needed?

Have you filed an order of prolection against a
spouse or other individual and neglected to nolify
your-employer?

Do you AEWAYS comply with deparimental safety
guidelines andfor security protocols implemented by
the Village to reduce the risk of workplace violence?

YES

NO




TRUSTEEN

MAYOR Stova G. Boulet
dlenan Granies Dizng Folay
Selh Harris
FULAGE CLERA Allzan L Micoll
Dan Handeghan
.
Village of Menands
. 250 Broadway
Mcnands, NY 12204
(518) 4342822
Vax (518) 427-7303
Jamuary 26, 20017

Employces were given the results on Workplace Violence Assessment. During the training, they were
also given further information on reporting Workplace Violence and the procedure that will be followed.
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Viliage Clerk




VILLAGE OF MENANDS

Workplace Violence Assessment

Name _ Depariment Date
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VILLAGE OF MENANDS

Workplace Vioience Asscssment

Name Department Date
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VILLAGE OF MENANDS

Workplace Violence Asscssment

Name Depariment Date




