Workplace Violence and Harassment Incident Report
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Workplace harassment and bullying can cause significant challenges in your workplace.  It can lead to low retention and poor job satisfaction.  Effective workplace policies can 
· support retention of your workforce 
· prevent potential legal issues 
· build a diverse workforce inclusive of women and other equity-deserving groups 

Workplace harassment or bullying can include 
· yelling, name calling or threatening another employee 
· spreading rumours 
· belittling an employee or apprentice’s opinions
· undermining or sabotaging an employee or apprentice’s work 
· purposely ignoring or excluding an employee or apprentice[footnoteRef:1]  [1:  “Workplace Violence and Harassment,” Infrastructure Health & Safety Association, accessed August 21, 2024. https://www.ihsa.ca/topics_hazards/workplace_violence_harassment.aspx ] 


Employers must have a workplace violence and harassment policy and procedure. This procedure should include 
· when, how and to whom an employee/apprentice should report the incident
· a formal reporting procedure 
· the employer, supervisor, employee and joint health and safety committee/representative in the reporting process 
· information on when and how to report incidents of workplace violence, harassment and bullying within the workplace and to outside organizations such as the Workplace Safety and Insurance Board (WSIB) or the Ministry of Labour[footnoteRef:2]  [2:  “Workplace Violence and Harassment Prevention Programs,” Infrastructure Health & Safety Association, PDF file. August 2018. https://www.ihsa.ca/rtf/workplace-violence-harassment/bill-168-prevention-programs-2018.pdf ] 



Glossary of terms
	Investigator
	The person conducting the investigation

	Reporter
	The person who reported the incident 

	Complainant
	The person who complained and/or was exposed to or experienced the alleged workplace violence and/or harassment 

	Respondent
	The person who allegedly carried out acts of violence and/or harassment towards the complainant(s)

	Witness
	Any person(s) who witnessed the incident 




The next page outlines a template of a workplace violence incident report.  This form can be edited and used by employers to create a plan with their employees. 














Confidential 

	Click or tap to enter a date.


Date of report 
	Click or tap here to enter text.


Reporter’s name
	Click or tap here to enter text.


Location of incident 
	Click or tap to enter a date.


Date of incident
	Click or tap here to enter text.


Time of incident
	Click or tap here to enter text.


Complainant’s name 
(if different than Reporter)
	Click or tap here to enter text.


Complainant’s title/department
	Click or tap here to enter text.


Telephone
	Click or tap here to enter text.


Email
	Click or tap here to enter text.


Relationship to respondent
Additional witnesses (if any)
	Name
	Contact information (telephone and email)

	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.

	Click or tap here to enter text.
	Click or tap here to enter text.


 
Type of Incident 
☐ Level 1 – suggested threat (body language or loud voice)
☐ Level 2 – definite threat (moved into my space, attempted physical contact)
☐ Level 3 – beyond a threat (made contact, threw something, abusive language)
☐ Physical		☐ Verbal		☐ Both	
☐ Other (explain) Click or tap here to enter text.


Injuries and damage  	☐ Yes		☐ No		
If yes, explain.
	Click or tap here to enter text.



Was medical attention/first aid obtained?  	☐ Yes		☐ No	
If yes, explain.
	Click or tap here to enter text.



Did the incident result in time missed from work?	 ☐ Yes	☐ No	
If yes, explain.
	Click or tap here to enter text.



Was a WSIB Form 7 submitted? 		☐ Yes		☐ No	
If yes, provide details.
	Click or tap here to enter text.



Were the police called? 			☐ Yes		☐ No	
If yes, provide details.
	Click or tap here to enter text.







Description of Incident (to be completed by Reporter)
	In your own words, provide a detailed description of the incident based on your experience or what was reported to you.

	
Click or tap here to enter text.

	Describe immediate actions taken (for example, contacted supervisor, asked respondent to stop, called 911, etc.).

	
Click or tap here to enter text.

	Describe your recommendations for corrective and preventative actions, if any.

	
Click or tap here to enter text.



	


Reporter’s Signature 

Respondent Information
	Click or tap here to enter text.


Respondent’s name
☐ Employee		☐ Client		☐ Delivery person		☐ Ex-employee
	Click or tap here to enter text.


☐ Other (specify) 
Has the respondent been involved in any previous incidents? 	☐ Yes		☐ No	
If yes, explain.
	Click or tap here to enter text.



Other relevant details. 
	Click or tap here to enter text.



Investigation 
Investigation conducted 	☐ Yes		☐ No	
	Click or tap here to enter text.


Name of investigator(s) 
Details of investigation (for example, interviews with reporter, complainant, respondent and/or witnesses or reason why an investigation did not take place (if applicable))
	Click or tap here to enter text.


Other Information
Provide details regarding any other important information related to the incident.  This may include (but is not limited to)
· police reports
· violence risks and controls from risk assessment
· past incidents
· worker training 
	Click or tap here to enter text.



Additional comments from investigator
	Click or tap here to enter text.



Investigation Results 
Provide a summary of key evidence and an analysis of the evidence to conclude whether workplace violence and/or harassment occurred. 
	Click or tap here to enter text.


Corrective and Preventative Actions
	Actions
	Responsible
	Target date
	Completion date

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap to enter a date.
	Click or tap to enter a date.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap to enter a date.
	Click or tap to enter a date.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap to enter a date.
	Click or tap to enter a date.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap to enter a date.
	Click or tap to enter a date.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap to enter a date.
	Click or tap to enter a date.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap to enter a date.
	Click or tap to enter a date.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap to enter a date.
	Click or tap to enter a date.

	Click or tap here to enter text.
	Click or tap here to enter text.
	Click or tap to enter a date.
	Click or tap to enter a date.



	


Report provided to 
Communication of Results
	Click or tap here to enter text.



	


Investigator 		Name 
			Signature
	Click or tap to enter a date.


			Date

	Click or tap here to enter text.



	


Reporter 		Name 
			Signature
	Click or tap to enter a date.


			Date
	Click or tap here to enter text.



	


Respondent 		Name 
			Signature
	Click or tap to enter a date.


			Date
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