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OVERVIEW 

WORKPALCE VIOLENCE PREVENTION POLICY 

 

Purpose 

 

The purpose of the Workplace Violence Prevention Policy is to define a policy where all the 

employees of the Town of Milton have the right to work in an environment free from physical 

violence, threats and intimidation.  It is also designed to promote the safely and well-being of all 

people in our workplace. 

 

The goals are: 

1. To reduce the probability of threats or acts of violence, and 

2. To ensure that any incident, complaint or report of violence is taken seriously and dealt 

with in a timely manner. 

 

This includes, but is not limited to, threats, threatening and abusive behavior, or acts of violence 

against (a) employees, visitors, users of town facilities or other individuals, or (b) town buildings, 

equipment or property. 

 

Examples of workplace violence can include verbal or written statements, gestures or expressions 

that communicate a direct or indirect physical threat of harm. 

 

The Town of Milton will not tolerate violence in the workplace.  All incidents, complaints and/or 

reports of violence will be taken seriously.  The Town of Milton is committed to providing all 

employees with a safe and secure workplace.  This Policy will be conspicuously posted in each 

location as well as on the Town Website.  All employees will be given a copy with the instructions as 

to how to report a violation. 

 

For the purpose of this policy Town employees include anyone receiving a pay check from the town, 

volunteers and contractors. 

 

Scope 

 

All Town of Milton employees are required to comply with this program.  In addition, visitors to 

Town owned properties are required to conduct themselves in a non-violent manner in conformity 

with the law.  When an employee observes or experiences a visitor engaging in a violent behavior, 

the employee should follow the procedures in this policy for reporting such behavior. 
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Application 

 

All Town personnel are responsible for notifying the correct person designated below of any 

threats or violence that they witness or received or that they are told another person witnessed or 

received.  Even without a specific threat, all employees should report any behavior they have 

witnessed that they regard as potentially threatening or violent or which could endanger the health 

or safety of a employee when the behavior might be or has been carried out on a Town-controlled 

site or is connected to Town employment or Town business.  Employees are responsible for making 

this report regardless of the relationship between the individual who initiated the threatening 

behavior and the person or persons being threatened.  All incidents should be reported on the 

Town’s Workplace Violence Report Form, a sample of which is attached hereto. 

 

Training 

 

All employees will be informed of the requirements of the law, the risk factors in their workplace 

and the location of the written policy.  Training is also required for employees on the measures they 

can take to protect themselves from the risks identified in the assessment and the details of the 

policy.  Mandatory employee training will be provided annually. 

 

Reporting 

 

Having an effective reporting system: 

1) Protects the employees from harm in the workplace 

2) Assists the Town Board in its efforts to maintain a safe and productive work environment 

3) Ensures investigation and determinations to make recommendations to minimize 

recurrence 

4) All reports must be made in writing 

 

Any employee who witnesses ot encounters any act of violence should: 

 ⦁ Immediately, if appropriate, call 911 

 ⦁ Immediately notify his/her supervisor and/or the Town Supervisor 

 ⦁ Complete and submit the “Workplace Violence Incident Report”. 

 

Any employee who believes that an imminent danger exists should bring the matter to his/her 

supervisor’s immediate attention.  DO NOT ENGAGE.  Such situations should be approached with 

caution, balancing the need to maintain an orderly workplace with personal safety. 
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In the event a complaint or concern arises with regard to compliance with this policy, the Town will 

promptly conduct an investigation to determine the validity of the complaint and what, if any, 

corrective action should be taken to resolve the matter and promote a violence-free workplace. 

 

Depending on the seriousness of the allegation(s) and other factors that the Town deems relevant, 

such as security concerns, potential disruptions, etc., any person who makes treats, exhibits 

threatening behavior, or engages in violent acts on Town property shall be removed from the 

premises as quickly as safety permits and shall remain off Town premises pending the outcome of 

an investigations. 

 

Following an investigation which indicated this policy was violated, the Town will initiate an 

immediate and appropriate response.  This response may include, but is not limited to, suspension 

and/or termination of any business relationship, reassignment of job duties, suspension with or 

without pay, or termination of employment, and/or criminal prosecution of the person or persons 

involved.  Other corrective action might include: coaching, mediation, other disciplinary action, 

transfer or demotion, reaffirmation of the policy, individualized or group training, counseling, etc. 

 

Following notification, if the matter has been given a reasonable time to take corrective action and 

no such action has been taken, the employee or his/her representative may inform the 

Commissioner of Labor of the danger and request that an inspection be conducted.  Such report 

must be in writing and include the specificity of the grounds of notice. 

 

The Town of Milton respects the rights of employees to raise concerns regarding violent activities 

and cooperate with necessary investigations.  Retaliation against employees who report violence or 

participate in investigation is strictly prohibited.  “Retaliation” is broadly construed.  It includes not 

only overt retribution, but also acts such as refusal to communicate or cooperate regarding work 

related matters, withholding information or assistance needed to perform one’s job, more closely 

scrutinizing any employee’s work performance, etc. 

 

An employee who feels (s)he has been retaliated against for reporting violence or participating in 

an investigation should promptly report the retaliation to his/her immediate supervisor.  If the 

employee, for any reason, feels uncomfortable reporting the alleged retaliation to his/her 

immediate supervisor, the employee may repost to the Town Supervisor or any Town Board 

member. 

 

The Town understands the sensitivity of the information requested and had developed 

confidentiality procedures that recognize and respect the privacy of the reporting employee.    Note 

that the Town cannot promise absolute confidentiality because it may be bound to report the 

incident or situation to a law enforcement agency, other governmental agency, etc.  However, the 

Town will maintain the anonymity of the reporting employee when at all possible. 
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Record Keeping 

 

The designated contact person must keep copies of all reports filed as well as any action taken.  

Form SH900 shall be kept by the comptroller with copies given to the contact person.  The 

comptroller will file any necessary forms with the state and provide the contact person a copy. 

 

Modification 

 

The Town at its discretion may from time to time modify this policy by Board resolution.  In the 

event the policy is revised, a copy of the revised policy will be provided to each employee. 

 

 

 

Designated Contact Person 

 

Name: Jason Miller 

 

Title: 

 

Date: December 7, 2016 

 

Town of Milton 

503 Geyser Rd 

Ballston Spa, NY 12020     
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PROCEDURES 

 

When an employee feels they are involved in an act of violence, here are some suggested 

procedures for them to follow: 

1. Save any threatening emails or voice mail messages.  They can serve as evidence of the 

event. 

2. If necessary, obtain a restraining order, listing the workplace as one of the restricted areas.  

Remember to provide a copy with the report filed with the designated contact person. 

3. Review any saved voice-mail messages or emails related to the incident. 

4. Possible move the employee’s workspace to a more secure area of the building. 

5. Develop a security plan with the employee, the department head ad any other related 

persons or departments. 

6. Work with the local police department to establish a security plan for the entire building in 

the event of a violent act. 

7. Consider flexible hours so employee can seek protection, etc. 
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Examples of Workplace Violence 

 

Workplace violence is any physical assault or act of aggressive behavior occurring where an 

employee performs any work related duties.  These include but are not limited to: 

1. An attempt or threat whether physical or verbal, to inflict physical injury upon an employee 

2. Any intentional display of force which would give a reason to fear or expect bodily harm 

3. Intentional and wrongful physical contact with a person without his/her consent that entails 

some injury. 

4. Stalking an employee with the intent to cause fear of physical harm 

5. Distributing “hate” literature or engaging in other communications that advocate violence 

6. Intentional or reckless damage to, or destruction of personal property or town property. 

 

 

 

 

 

Examples of Workplaces at Greater Risk 

 

While workplace violence can happen in any setting, some situations pose higher risks.  These 

include but are not limit to: 

1. Duties involving money 

2. Deliver of goods or services 

3. Mobile workplaces 

4. Working in the Justice system or guarding valuables 

5. Working alone or in small numbers 

6. Working late at night or early morning 

7. Working in high crime areas 

8. Working in community based settings 

9. Working in an area with uncontrolled public access to the workplace. 

 

 

 

 

 


