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WORK SAFE FAMILY VIOLENCE POLICY

– draft for workplace customisation

POLICY STATEMENT 

……………………………… is committed to the health and wellbeing of all employees. 

Domestic and family violence affects 1 in 5 adult women in Australia and has significant health, social and economic costs for the women and men who are affected, and their workplaces. 

……………………. condemns domestic and family violence and all forms of relationship abuse that occurs in the workplace and in the community.  ……..……………… commits to act as part of the community solution for the elimination of violence in relationships and as a company work for environments free from abuse, violence and fear. 

…………………. will support and assist any employee who is living with family violence.  ………………..… will support and assist any employee who uses or fears using abuse within relationships at work or in the community to change their behaviour.

All employees will be supported to work to the …….……………... Code of Ethics as part of our commitment to wellbeing in the workplace.  Actions and behaviours that breach this Code of Ethics will be subject to the [insert relevant policy and procedures for your workplace].

This Work Safe Family Violence Draft policy is shared in good faith with training participants to assist the development of workplace specific policies.

Southern Family Life will not accept any liability for misuse of this Draft or for any possible harm claimed to be caused as a result of using the content of the policy.

WHAT IS FAMILY VIOLENCE? 

Domestic and family violence is any behaviour or behaviours used by one person to establish and maintain power and control over another person in the domestic or family situation or relationship, and which causes the victim to live with fear.  It is a form of bullying and is a significant health, social and economic issue for the Australian community.

Domestic and family violence, or relationship abuse, can take many forms including:

· Physical assault

· Verbal abuse

· Psychological and emotional abuse

· Sexual assault

· Forced social isolation 

· Financial deprivation.

WHY IS IT OF CONCERN TO OUR WORKPLACE?

At home and work we need to treat everyone with courtesy, patience and respect.

Across Australian workplaces, on any one workday the health and wellbeing of 1 in 50 employees is affected because they will be living with some form of domestic or family violence.  Family violence destroys a person’s sense of safety and has profound personal effects.  The quality of a person’s relationships and their sense of wellbeing are an important influence on their performance at work.  People who live with violence or fear in their personal lives are affected in their work performance as their confidence, self-esteem, and their ability to perform at their best are all compromised.   

The effects of such abuse do not stay at home: they come to work and affect the person’s productivity, customer service and attendance, and have wider impacts on staff turnover, absenteeism and the wellbeing of co-workers. 

Equally, on any one workday, Australian workplaces include many employees who use abuse in their domestic and family relationships.  These employees also affect their workplace through preoccupation with their relationship, the use of workplace resources such as telephones and e-mail in their relationship abuse, and the resulting impact on productivity, workplace relationships and environment.

IMPLEMENTATION GUIDELINES

WHAT CAN MANAGERS AND SUPERVISORS DO? 

There are services available within the community to assist and support victims of domestic and family violence.  There are also services available for persons who are using abuse in their domestic and family relationships or environments to assist them to recognise and change their behaviour.  Managers and supervisors can:

· Create awareness in their work environment of the extent to which domestic and family violence can affect the workplace.

· Provide leadership about the importance of healthy personal relationships to the individual and their workplace.

· Be aware of the possibility that an employee is living with, or using, abuse in their relationships.

· Offer support to an employee who identifies themselves as living with violence or fear.

· Offer assistance so that the employee can access relevant community services.

· Offer support and assistance to an employee who identifies themselves as using or fearing they will use abuse in a relationship.

· Ensure the safety of employees and others in the workplace. 

ACTIONS FOR MANAGERS AND SUPERVISORS

Create awareness

Create an environment where the issue of domestic and family violence is a public concern not a private matter, where employees feel confident to discuss it as a health and workplace issue, and not a subject to be avoided. 

Walk the talk in your leadership role

· Promote discussion of the Work Safe Family Violence Policy and make these documents accessible to everyone. 

· Promote awareness of family violence as something that can and should be eradicated.  

· Display posters and information in the workplace about the issue. 

· Promote voluntary access to the services of [insert local agency name], our community partner for promoting freedom from violence and abuse.  Display resource details in the workplace and keep them up to date. 

Recognise 

Be aware and recognise signs of possible abuse

The signs of possible domestic and family violence can include:

· Frequent, unanticipated or unexplained lateness or absences from work.

· Excessive use of sick leave.

· Uncharacteristic wearing of inappropriate or concealing dress or heavy make-up.

· Distraction or difficulty concentrating and completing work.

· Frequent upsetting telephone calls observed to be received at work.

· Bruises or injuries for which explanation given seems inappropriate.

· Withdrawal or contact avoidance with co-workers.

· Stress related behaviours – for example, fatigue, crying, over-reaction.

· Declining or unusually poor performance from a previously reliable or good worker.

Taken individually, each sign might apply to everyone on a given day.  However, if you think someone may be subject to abuse, you can approach and offer him or her assistance.  

Respond

Offer support to an employee showing possible signs of abuse

If you are concerned about an employee, it may be appropriate for you to suggest to them that they may wish to talk to you.  It may be appropriate for you to ask whether they have trouble in the personal, domestic or family relationships.  Be sensitive to the employee’s need for privacy and confidentiality.  Offer them a private opportunity to talk, walk, or share a cup of coffee.  

If you have serious and immediate concerns about an employee contact [insert relevant contact name] and receive expert advice so that you can be confident about approaching an employee about whom you are concerned. 

How you might approach a person showing possible signs of abuse

If an employee shows signs that they might be subject to family violence, you might approach by asking questions that demonstrate your concern for their wellbeing (about a change in their reliably good performance or evidence of physical violence or emotional distress).  For example you might say, “I’ve noticed you have been coming in late recently which is not like you.  Are there personal difficulties?  Can I help in any way?”

It is important to be sensitive.  Remember that many victims are embarrassed and reluctant to talk about the issue.  If the person prefers not to discuss the issue and there are work performance problems, focus on these in your discussions in a caring manner. 

If an employee discloses their personal situation to you, respect their privacy and maintain confidentiality through the following: 

· Provide a private space to talk without interruption.

· Believe the person’s story and listen without making judgments.  Acknowledge their fears and take their concerns seriously.

· Provide them with information and website links for safety resources.

· Respect and support the employee’s authority and autonomy to direct their life and make decisions even if you don’t agree with them.  

· Emphasise that responsibility for the abusive behaviour is solely that of the abuser and that the employee is not at fault and does not deserve this abuse. 

Offer assistance to an employee who is living with abuse

The appropriate support and assistance will vary with the specific abuse situation and with an employee’s work environment and arrangements. 

Temporary adjustments at work

· If necessary, arrange leave or flexible hours to allow the employee to attend counselling, see a solicitor, find a new place to live, go to court or recover from injuries.  If you are unsure about options available, talk to your HR manager.
· Make temporary changes in job responsibilities, work schedule or location if desirable and possible.  For example, if the employee is being harassed by telephone at work, make changes to prevent this happening.  Make arrangements to follow up at reasonable intervals.

· Be sensitive to the impact of the situation on co-workers and respond accordingly.  Their assistance and cooperation may be required. 

Ensure safety and security in the workplace

You must ensure safety of your employee, co-workers and others in the workplace.  

Apprehended violence/restraining or intervention orders

If an employee experiencing family violence has taken out an apprehended violence/domestic violence restraining/intervention order [terminology will vary according to State or Territory]:

· Ask them to include the workplace address on the order.  This needs to be done through the court system.

· Encourage them to provide a copy to the HR manager and Security.

· Provide the employee with a copy of the safety checklist at the end of this document.

If a perpetrator violates an order by coming into the workplace call the police.  Do the same if such a person becomes violent in your workplace even if no order is in place.  As soon as possible after the incident has occurred, provide appropriate counselling for employees involved or who may have witnessed the incident.  Ensure the incident is documented and reported to Security.

It is important to be aware that in some states intervention/restraining orders are clearly allegations and in effect, a preliminary court order but not one that has been tested in court in any form. 

When you need to notify Security

If an employer is notified that an employee is receiving family violence threats at the workplace, the employer must act on that knowledge under the Occupational Health and Safety Act 1991 and take reasonable steps to protect the person and other employees from violent acts at work.  Employees must notify their manager when a potential risk exists.  

If there is any threat to the safety and security of employees in the workplace, immediately notify the police, inform Security and HR management, and seek their advice.

When an employee may be a perpetrator of family violence

Offer support and assistance to an employee who identifies himself or herself as using or fearing they will use, abuse in a relationship:

· Listen and let the employee know that you are concerned and want to help but do not condone violence or intimidation.

· Give the employee a copy of the Work Safe Family Violence Policy and the referral options for your workplace.

· Support and encourage the employee to seek appropriate assistance.

· Document details of your meetings.

Managing workplace abuse in personal relationships

If you become aware that an employee has used or is using workplace resources such as work time, e-mail, telephone, vehicle etc, to carry out abuse in a relationship you must:

· Inform the employee that this behaviour is in breach of the [insert relevant policy] and that his or her actions will be addressed in accordance with the [insert relevant policy and procedure].   

· Document the alleged breaches. 

· Ensure access to these resources is removed or closely monitored to protect the company’s liability. 

· If you believe e-mail or Internet has been inappropriately used, refer to your IT security policy for guidance.

EMPLOYEE INFORMATION SHEET

WHAT YOU CAN DO IF YOU ARE EXPERIENCING FAMILY VIOLENCE

If you are experiencing family violence, support and assistance is available.  It is sometimes hard to tell your story and ask for help – but remember you are not at fault and you are not alone.  Talk with someone you trust at work – your manager or a workmate who will listen, lend support and provide you with information about available avenues of assistance.  Our community partner, [insert name] can offer you a telephone consultation, confidential appointment, and connection to whatever resources you need or are appropriate to your situation.

Your manager will be able to assist if you need time off or flexible hours to seek counselling, legal, or other advice and assistance.  You might need to arrange a place to stay, someone to look after important documents for you and a source of financial assistance.  A safety checklist is located at the end of this information sheet.   

If you have concerns about your safety at work, you must talk to your supervisor who will review your security and make any changes required.  If you have a protection order, you must notify your manager and provide them with a copy of the order and if possible, a recent photo of the respondent.  

WHAT YOU CAN DO IF YOUR FRIEND OR CO-WORKER SUFFERS ABUSE

Family and friends are the most important first line of help when a person is struggling to deal with an abusive relationship.  As a friend you can make an important difference to the ability and willingness of your co-worker to seek help.

To help you make a difference:

· Read the Work Safe Family Violence Policy, and know about the possible signs of domestic violence and about the resources available to your friend. 

· Contact the relevant resources for information so that you can be well informed about services and support and what you should and should not do. 

· Encourage your friend to talk to his or her manager especially if the abuse affects your friend’s performance or attendance at work.

· Keep any information disclosed by your friend confidential except when there is a clear threat to workplace safety in which case you must inform the manager.

IF YOU THINK YOU ARE ABUSIVE IN YOUR RELATIONSHIPS

If you get angry and use fear and violence to gain control in your family relationships, this is family violence and it hurts the ones closest to you whom you love.  The decisions you make now about your behaviour are very important for your own and their future.  Asking for help to change your behaviour is a sign of strength and courage.  You are not alone and specialist counselling services are available.  Please either contact [insert relevant contact] or one of the services listed [insert where available] or ask your manager for assistance.  Such a request will be treated in confidence and he or she will assist in referring you to the specialist counselling services available. 

EMPLOYEE SAFETY CHECK LIST   




If you are the subject of relationship abuse, the following list may be helpful as a checklist of possible actions you might take.  All or only some of them may be relevant to you depending on your particular circumstances. 

At work:

· Tell your manager about the problem.

· Request that your phone calls be screened or your number changed.

· Request that your phone number be removed from internal directory.

· Discuss a change in workstation.

· Discuss possible need to change work schedule or times of work attendance.

· Inform Security and provide a photograph of perpetrator of violence and copy of any Court order issued.

In public:

· Change your usual schedule and places visited, e.g. ATM, supermarket etc.

At home:

· Work out the safest area to be in if violence is threatened, e.g. room with external exit.  

· Keep emergency numbers handy.

· Teach the children their address and how to phone police if required.

· Arrange a secret signal to use to a friend in emergency (e.g. a word or phrase). 

· Prepare an excuse to leave quickly and rehearse it.

· Organise a safe place to go in an emergency.

· Prepare an ‘escape bag’ and hide in a safe place (perhaps with a friend) – money, spare keys, document copies, ID, etc. 

· Keep emergency numbers handy and know the domestic violence service number. 

Refer

Keep an up to date list of resources always on display in all workplaces.
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