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	[bookmark: _Toc389473274][bookmark: _Toc110855413]Purpose



The purpose of this procedure is to inform all Canberra Health Services (CHS) staff how to seek support for family violence and effectively respond to and support staff members who are, or may be, experiencing family violence.

[bookmark: _Hlk93309111]CHS aims to create a supportive environment for staff members experiencing family violence to feel safe to engage with another staff member about their experience and seek support if, and when, they want to.

Information for staff including their entitlement to workplace support is available at ACT Public Service Domestic and Family Violence Toolkit on the Community Services Directorate website.

A separate procedure is available to guide staff in their responses to consumers experiencing family violence.  Refer to CHS Identifying and Responding to Family Violence procedure.
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Family violence is known to have immediate and long-term impacts on a person’s physical and psychological health.  Family violence can place a person at considerable risk of serious harm and lethality.

[bookmark: _Hlk27561912]A disclosure of family violence should always be treated sensitively and seriously. All CHS staff should maintain strict confidentiality regarding knowledge about another staff member’s experience of family violence.  

Where a staff member discloses family violence, the person receiving the disclosure should avoid taking any further action without first discussing this with the affected staff member.  The person disclosing family violence is best placed to understand how to protect their own safety. Taking action without their knowledge and consent can sometimes place the person disclosing at increased risk of serious harm. 

Under no circumstances is any evidence or supporting documentation to accompany an application for Leave for Family Violence Purposes submitted to Shared Services.

[bookmark: _Int_w4qKb2uj][bookmark: _Int_iHpITIb2]Additional consideration should be given to people's identity and the impact this may have on their experience of family violence including; children, older adults, people living with a disability, Aboriginal and Torres Strait Islander people, and people from Culturally and Linguistically Diverse (CALD) and/or LGBTIQA+ communities. 

CHS employees have legal and policy responsibilities in some circumstances to take action to protect vulnerable persons.  Obligations under the ACT Children and Young People Act 2008 apply where children are affected by family violence.  Refer to Canberra Health Services Child Protection Policy and Canberra Health Services Child Protection and Child and Prenatal Concern Reporting Guideline.

Under the ACT Reportable Conduct Scheme, CHS must notify the ACT Ombudsman of any allegations a staff member has engaged in conduct that results in: ill treatment; neglect or psychological harm to a child; misconduct of a sexual nature; or the staff member has committed criminal offences involving a child. Refer to the CHS ACT Reportable Conduct Scheme procedure on the CHS Policy and Guidance Documents Register. 
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[bookmark: _Hlk104975014]This procedure should be read in conjunction with the CHS Family Violence Policy and applies to all CHS staff, defined as any person performing work for CHS, on a permanent, temporary or casual basis. It includes volunteers, contractors, visiting medical officers, students, consultants, and researchers performing work within CHS facilities.

All staff are responsible for identifying and responding sensitively to staff who exhibit indicators of, or who disclose family violence.  Managers and Workforce Relations staff also have additional support responsibilities as outlined in this procedure.
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All CHS employees with responsibility for managing staff are required to participate in training provided by CHS to enhance their understanding of family violence and the ways in which people experiencing family violence can be supported in the workplace.

[bookmark: _Int_JqSZCBoz]Staff members experiencing family violence are encouraged to seek support from their manager or a colleague with whom they feel safe and comfortable to disclose.  The manager/colleague should inform the affected staff member of the internal and external supports available to them. This may include access to paid Leave for Family Violence Purposes, the introduction of flexible workplace arrangements, or referral to other support services (see Section 2). Alternatively, staff members may seek support from Workforce Relations, People and Culture (the Workforce Relations hotline can be reached on ph 5124 9610, Respect, Equity and Diverse (RED) Contact Officers RED Contact Officers or from the Workplace Resolution and Support Service, a function of the Office of the Chief Executive Officer (CEO) ph 5124 3656.

[bookmark: _Int_N7He05nQ][bookmark: _Int_CKdshJi5]It can be difficult for people to disclose they are experiencing family violence. When a staff member chooses to disclose to another CHS staff member/manager, they are placing a lot of trust in that person, and it is important to maintain this trust wherever possible. Where a person has disclosed family violence, the person receiving the disclosure should avoid taking any further action without first discussing this with the affected staff member. 
The following Sensitive Practice approach aims to enhance the affected staff member’s safety and sense of control of their situation. 
1.1 [bookmark: _Toc110855417] Six Steps to Sensitive Practice

Sensitive Practice is a trauma-informed approach to conversations about family violence. This approach provides managers and staff with six steps that support a sensitive and respectful conversation. The goal of Sensitive Practice is not to achieve a  disclosure of family violence but rather to create a safe, open environment for the staff member to disclose family violence if they choose to do so. 

Further detail regarding Sensitive Practice is provided in Attachment 1 Six Steps of Sensitive Practice - Quick Reference Guide for Managers.

Step 1: Notice the Signs and Workplace Indicators
The signs of family violence are not always visible and may be caused by a range of other factors, but the noticed signs are enough to explore a sensitive enquiry conversation about family violence.

A list of behavioural, emotional, social, and physical signs of family violence is included in Attachment 2 Six Steps of Sensitive Practice – Quick Reference Guide for Managers.

Step 2: Ask Sensitively
Enquiring sensitively regarding family violence involves providing support and validation regarding the staff member’s experience. How managers open a sensitive enquiry conversation and respond is crucial to eliciting feelings of safety, respect and control for the staff member. It is important to provide a safe and private room/place for the staff member to discuss their concerns away from other employees, consumers and/or from the alleged perpetrator. 

Open the conversation using a framing statement such as:
“I’ve noticed lately you’re not yourself – is there anything outside of work that is causing you stress?”
Or 
“Is there anything I need to know to support you better at work?”

Step 3: Respond Respectfully
Believe and validate the staff member’s experience by using a non-judgemental, supportive and encouraging method with the L.I.V.E.S approach:

Listen: to the staff member closely, with empathy and without judging, consider culture2.
Inquire: assess and respond to the staff member’s various needs and concerns (emotional, physical, social and practical).
Validate: show that you understand and believe the staff member. Assure them they are not to blame.
Enhance safety: discuss a plan to protect them from immediate and further harm if violence occurs again.  See Section 2.3 below re: Safety Response Planning in the Workplace.
[bookmark: _Int_qwVxgAcB][bookmark: _Int_OhhuvOlV]Support: help the staff member connect to information, services, and social support. See Section 2 below re: Supports for Staff Experiencing Family Violence

Note: 
Remind the affected staff member they are not responsible for the actions of the alleged perpetrator. The supporting manager/colleague needs to respect the decisions of the affected staff member regarding any action they wish to take, or for others to take at their request.

It may be that a staff member is experiencing family violence, is not ready to disclose this with their manager/colleague.  There are a range of reasons for this and can include but are not limited to: they may not realise what they are experiencing is considered family violence; they may be fearful or embarrassed; they may not consider a particular colleague to be the right person to offer support. A manager/ colleague needs to respect the staff member’s right, if they choose not to disclose at that time. If this is the case, it is suggested the manager/colleague reassures the staff member that they and/or other CHS employees are available should they wish to talk about their circumstances in the future and that there are a range of services available to support them.

Step 4: Respond to Risk
There are three possible outcomes following a sensitive enquiry conversation:

1. No violence is disclosed
2. Violence is disclosed and the person declines support 
3. Violence is disclosed and the person welcomes support

1. Where no violence is disclosed, managers/colleagues should continue to create a safe and open environment for staff to talk about other concerns they may have. Managers/colleagues could also inform the staff member of information available on the Support for Staff page on the Health Hub, remind them of their manager’s ‘open door policy’, and that support is available if needed in the future.

2. Where violence is disclosed and the person declines support, managers/colleagues should inform the staff member they are believed, and they have a right to be safe.  Managers/colleagues should respect and validate the staff member’s decision, remembering that victim survivors of family violence are the expert in their own situation and accepting support at this time may not be a safe option for them. It is important to remind staff where they can access support in the future if they wish to do so and inform them of information available on the Family Violence page on the Health Hub. 

3. Where violence is disclosed and the person welcomes support, the manager/colleague should provide information on internal/external support services. A list of services is available on the family violence page on the CHS HealthHub and the manager/colleague should offer to review these with the staff member or provide time and space for them to do so individually. If the staff member wishes to connect with a service, the manager/colleague may offer to support the staff member in making this connection; “We could ring the Domestic Violence Crisis Service/Health Justice Partnership together now if that would be useful for you?”

[bookmark: _Int_5ozqMWjQ]When the staff member has children under 18 years of age and family violence is disclosed, or where it is strongly suspected but no disclosure has been made, the manager/colleague must make a notification to Child Youth and Protection Services via the CYPS (Child and Youth Protection Services) Mandated Reporters Intake Line (1300 556 728). Refer to Canberra Health Services Child Protection Policy, Canberra Health Services Child Protection and Child and Prenatal Concern Reporting Guideline.

[bookmark: _Hlk109827668][bookmark: _Hlk110343900]Step 5: Provide Options for Support and Referral
[bookmark: _Int_AitOYTlF]It is important managers/colleagues are aware it is not their role to provide advice or a family violence intervention for the staff member. There are specialist family violence support services within the community and at CHS. A list of internal and external support services is available on the family violence page of the CHS HealthHub. It is important to be supportive and non-judgmental when offering information about support services. The staff member should be encouraged to access support when, and if, they feel ready to do so. 

[bookmark: _Hlk109826777]Managers/colleagues are not expected to be family violence experts and should seek assistance from Workforce Relations or the Workplace Resolution and Support Service (WR&SS), particularly where there are ongoing safety concerns. Workforce Relations and/or Workplace Resolution Support Service will engage in consultation with the SHRFV Manager regarding family violence supports and to ensure a comprehensive workplace safety response plan is developed.  Workforce Relations (HR) Information and/or Workplace Resolution and Support Service will work with managers in a way that maintains the confidentiality of the affected staff member.

Step 6: Documentation
Documentation of a staff member’s experience of family violence must remain confidential and should be discussed with the staff member. 

Where a manager or supervisor approves Leave for Family Violence Purposes, it is the responsibility of that manager or supervisor to be aware of the staff member’s entitlements for Leave for Family Violence Purposes and to keep an accurate record of the number of days/shifts taken. This should be done in a confidential way – i.e., the manager could send themselves an email to their work address or make a file note placed in a secure location. The manager should use their judgement on the best way to both record this to protect and maintain the employee’s privacy and confidentiality and to maintain accurate details of any leave taken for Family Violence purposes. Details and/or any documentation of the staff member’s Leave for Family Violence Purposes should not be recorded on their personnel file. 

After sighting any supporting documentation relevant to the staff member’s request for Leave for Family Violence Purposes, it is a confidentiality requirement that the supervisor return the documentation to the staff member. A photocopy of the documentation is not to be made by the manager. Advice about supporting documentation is provided in the ACT Public Sector (ACTPS) Family Violence Toolkit. Further information relating to documentation is provided in section 2.1.

When it is necessary to inform others in the workplace that a staff member has taken leave, it should be referred to as “Leave (that) cannot be granted under any other provision” (see Other Leave, Annex D of the common terms of Enterprise Agreements).

If changes to work arrangements are made as part of a supportive response to a family violence disclosure, to enhance the staff member’s safety, A Flexible Work Arrangements Agreement will be documented, with the staff member’s agreement, and stored on the staff member’s personnel file in a way that does not identify family violence as the reason for the arrangement. See Request for Flexible Working Arrangements.

Where indicated, A Family Violence Workplace Safety Response Plan will be documented using the Family Violence Workplace Safety Response Planning Instrument (the Instrument) template available on the CHS HealthHub Family Violence page. A sample is available at Attachment 2. With the staff member’s verbal agreement this will be stored on their personnel file. Sharing the Instrument with other areas of CHS, for example, with Security, should only occur with the verbal agreement of the staff member. Consider sharing only the elements of the document that are of relevance to the specific area.  The first section of the Instrument (the Discussion Tool) should not be shared with other areas of CHS.

[bookmark: _Hlk106794746]If the manager changes or the staff member moves to another area of the service, the manager should ask the staff member to consider whom they would feel comfortable approaching to approve future applications for family violence leave. The manager or staff member may choose to seek advice from Workforce Relations in this matter. The manager will then provide the record of family violence leave taken in the calendar year to the new manager. Where a staff member has two managers (i.e., works across multiple roles or teams) the manager should enquire whether the staff member has disclosed their experience to their other manager. This conversation is beneficial for understanding what supports may be available in the other team, and to ensure that the leave approved does not exceed the maximum 20-day allocation. (Further detail regarding family violence leave entitlements provided in section 2.1)

The manager should not share the information with another manager without the staff member's consent. The exception to this is when a Family Violence Workplace Safety Response Plan (the Plan) (Section 2.3) has been completed and is relevant to the staff member’s work or safety across teams/roles. Where practicable, and with the staff member’s consent, the other manager should be invited to participate in the conversation to develop the Plan. Alternatively, the manager should inform the staff member of the need to share this document with the other manager(s) and the above-mentioned discretion used regarding sharing relevant elements of the document. 

[bookmark: _Toc110855418][bookmark: _Hlk26268554]1.2  Confidentiality
All CHS staff should maintain strict confidentiality regarding knowledge about another staff member’s experience of family violence. The manager/colleague receiving the disclosure should involve the affected staff member in a conversation about what, and how, information regarding their disclosure and any required action will be shared or recorded.

Staff who are approached about or become aware of a family violence situation need to inform the affected staff member who has disclosed experience of family violence, that information will be shared when the safety of consumers, staff or any others, particularly children, is believed to be at risk and action is required to enhance the safety of CHS consumers and staff. Refer to Canberra Health Services Child Protection Policy, Canberra Health Services Child Protection and Child and Prenatal Concern Reporting Guideline and ACT Reportable Conduct Scheme Procedure.

[bookmark: _Toc110855419]1.3 Immediate Threat or Actual Violence
If there is an immediate threat or actual violence to the affected staff member, follow the Code Black procedures for your location. For staff not at Canberra Hospital or University of Canberra Hospital, phone ACT Policing. Refer to the Emergency Plans procedures on the CHS HealthHub. 

Allegations of sexual or physical assault of a staff member within the bounds of the workplace (including when a staff member is working from home) should be immediately referred to the Police without internal investigation. The safety of the staff member is paramount and the intention to notify police should be discussed with the staff member and a safety plan developed. The staff member victim survivor should be advised of immediate support services, including the option of a referral to Forensic and Medical Sexual Assault Care (FAMSAC), Canberra Rape Crisis Service and/or Domestic Violence Crisis Service (DVCS). CHS Workforce Relations team should be notified. A Riskman entry must ensure the confidentiality of the victim survivor and alleged perpetrator is maintained. 
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	[bookmark: _Toc389473281][bookmark: _Toc110855420]Section 2 – Supports for Staff Experiencing Family Violence



[bookmark: _Toc110855421]2.1 	Leave for Family Violence Purposes
All CHS staff, except for casual staff, are entitled to paid leave for family violence purposes to engage with support services to address this form of violence. Staff should utilise personal leave for an illness or injury, or to seek treatment for an illness or injury, caused by family violence.

Under the common terms of Enterprise Agreements, 20 days or shifts of paid Leave for Family Violence Purposes is available per calendar year, and pro-rata to all paid staff. Casual staff are able to access 20 days or shifts pro-rata of unpaid Leave for Family Violence Purposes.   See Clause F23 of the ACT Public Service Administrative and Related Classifications Enterprise Agreement 2018-2021, noting this is a common terms provision and as such, identical provisions can be found in all ACT Public Service Enterprise Agreements. This leave will be in addition to other leave entitlements and may be taken as consecutive or single days or as a fraction of a day. Leave for Family Violence Purposes does not accumulate from year to year. All casual staff are entitled to access leave without pay if they are experiencing family violence. 

[bookmark: _Hlk25056464][bookmark: _Hlk31617692]The ACTPS Domestic and Family Violence Toolkit includes guidance to managers, supervisors and HR practitioners on key processes that apply to Leave for Family Violence Purposes.  This includes guidance about the types of supporting documentation required for approval of this type of leave.

Every situation is unique, and there is no standard formula for the type of supporting documentation that is required and appropriate in every circumstance. There may be circumstances where no documentation is available due to the staff member having never disclosed family violence before or never having sought support from a service able to provide supporting documentation. The manager/supervisor approving the leave should exercise their professional judgement in satisfying themselves that the staff member is eligible for the leave.

Where supporting documentation is provided for approval of Leave for Family Violence Purposes, the manager/colleague who has been approached by the staff member will be the sole individual who will view the documentation.  Having sighted the documentation, the delegate will immediately return it to the staff member who will safely retain it for the calendar year.

Approved applications for paid Leave for Family Violence Purposes are to be submitted online to Shared Services as an electronic application for leave, by selecting ‘other’ leave, and then selecting from the next drop-down menu “take leave where leave cannot be granted under any other provision” and check the Full Pay box. Under no circumstances is any evidence or supporting documentation to accompany the leave application submitted to Shared Services.

[bookmark: _Hlk26439120][bookmark: _Hlk26428054]Timesheet, payroll, and roster systems will ensure that Leave for Family Violence Purposes is documented in such a way that details of the leave are unable to be identified and confidentiality of the affected staff member is maintained.  Rostering managers should (without identifying the staff member concerned) seek advice from the E-Rostering Team on how to code the leave in the E-roster.  The E-Rostering Team should be contacted via the Canberra Hospital Switchboard (ph 5124 0000).  

Where a staff member seeks support from Workforce Relations (WR) regarding their experience of family violence in the first instance, WR will work with the staff member to identify a suitable delegate within the staff member’s workplace to approve Leave for Family Violence Purposes.  The identified delegate may not be the staff member’s reporting manager.  

[bookmark: _Hlk26971633]Should the staff member request that no delegate within their line management be made aware of their family violence circumstances, the relevant Human Resources Business Partner will be the identified delegate to approve Leave for Family Violence Purposes. The manager will be informed that the staff member has taken leave. For staff on an e-rostering system, the Human Resources Business Partner should inform the E-Rostering Team that ‘paid leave other’ has been approved. 

[bookmark: _Toc110855422]2.2 	Flexible Work Arrangements
CHS staff are entitled to request flexible working arrangements if they are experiencing family violence or are providing personal care, support and assistance to a member of their immediate family or household who is experiencing family violence.

Flexible working arrangements might include, but are not limited to:
flexible starting and finishing times;
ability to take a few hours off work and make it up later;
home-based work on a short-term or long-term basis;
part-time work;
job sharing;
purchased leave;
annual leave;
long service leave;
leave without pay; and 
leave not provided for elsewhere.

A request for flexible work arrangements should be made in writing by the affected staff member, usually to their direct manager. Managers must consider the request in accordance with the relevant Enterprise Agreement (Flexible Working Arrangements and Employee Support) and the CHS Delegations Manual. A manager must make a decision, negotiating adjustments to the request if required, and provide the staff member with a written response within 21 days of receiving the request.

[bookmark: _Int_m87UKnFw]Home-based work should be considered in flexible work arrangements only where there is no risk of further perpetration of family violence in the home. The Home-Based Work Procedure provides guidance for staff and managers in relation to applications for home-based work. See Home Based Work Procedure.

Flexible work arrangements should be reviewed every 12 months. A record of the arrangements and review dates should be maintained on the staff member’s personnel file.
Managers can seek advice from Workforce Relations, particularly where it may be difficult to accommodate the request. 

[bookmark: _Toc110855423]2.3 	Safety Response Planning in the Workplace
Note:
It is important a staff member making a disclosure is not forced to take any actions with regards to their disclosure. The manager/colleague can discuss the options for support available to the staff member, but people who have experienced family violence are best placed to understand how to protect their own safety. Taking action without their knowledge and consent can sometimes place the person disclosing at increased risk of serious harm.

The ACT Public Sector (ACTPS) is committed to promoting, achieving and maintaining the highest levels of health and safety for all staff. Additionally, under the Work Health and Safety Act 2011 the ACTPS has a duty of care to its staff within the workplace. 

Where a staff member discloses family violence, the manager should enquire about their safety at work and whether there are any legal orders in place such as a Family Violence Order. If there is an Order requiring the perpetrator to stay away from the staff member, or if the staff member believes the perpetrator may engage in an act of violence during work time or in the workplace, a Family Violence Workplace Safety Response Plan is required.  The Family Violence Workplace Safety Response Planning Instrument template can be found on the CHS HealthHub Family Violence page. A sample can be found at Attachment 1.  

[bookmark: _Int_qyjlsa5i]This plan will be developed in consultation with WR according to the needs of the staff member and the workplace. In addition, consideration should be given to consulting with CHS Security, Manager of the Strengthening Health Responses to Family Violence (SHRFV) team, Work Health Safety, and any family violence specialist support services with which the staff member has a relationship.

The Family Violence Workplace Safety Response Planning Instrument (provided at Attachment 1) incorporates two sections:
· [bookmark: _Int_AuOIg5SD]Section 1: Discussion tool (used to identify risks and safety measures for completing) 
· Section 2: Family Violence Workplace Safety Response Plan.

The Family Violence Workplace Safety Response Plan may include: 
temporarily moving the staff member to a different department or changing their duties;
temporarily changing the staff member’s regular hours of work;
notifying reception, ward clerks and/or general enquiry call centre staff to screen telephone calls; 
changing the staff member’s telephone and email contact details; 
notifying security staff and reception staff to be alerted to the person of concern entering the premises; 
relocating car parking and facilitating an escort for the staff member when entering or leaving the building; 
keeping a copy of Family Violence Orders with the Family Violence Workplace Safety Response Plan, ensuring that relevant managers are aware of the orders and will contact police if there is a breach, and documenting any breaches that occur as supporting evidence. 

[bookmark: _Int_sNa2n62u]A copy of the Family Violence Workplace Safety Response Plan will be retained confidentially on the staff member’s personnel file with their agreement. See Step 6: Documentation in Section 1.1.

[bookmark: _Toc110855424]2.4 Support Services
Staff experiencing family violence, and employees who are supporting another staff member who is experiencing family violence, should be provided with information about the range of support services available to them. Staff members should be encouraged to access support only when, and if, they are comfortable in doing so.

Employees who are managing or supporting another staff member who is experiencing family violence may also choose to access support.

A list of external support services, including specialist family violence services, is available on the CHS HealthHub Family Violence page.

[bookmark: _Toc110855425]2.5 	Supporting Work Performance
CHS is aware staff impacted by family violence may experience performance issues such as absenteeism, presenteeism, work interruptions, trouble concentrating and/or physical or mental health issues. 

[bookmark: _Int_UpxRYoqG]CHS will protect staff against adverse action, discrimination, or performance management based on their disclosure of family violence, or if their attendance or performance suffers as a result of experiencing family violence. 

[bookmark: _Int_muYp3reA]If a staff member’s performance or conduct is below their normal standard, and their manager becomes aware that issues resulting from family violence are a contributing factor, the manager will work with the staff member in an encouraging and supportive manner. The manager will provide support to assist the staff member to stay connected to their employment, help them address issues of family violence and retain their employment. The CHS Workplace Resolution and Support Service can guide and assist managers in these conversations to ensure a supportive response is provided. 

[bookmark: _Int_aShDBKw1]When returning to work after leave or flexible working arrangements due to family violence, staff are encouraged to discuss with their manager regarding any ongoing safety concerns they may have. Staff who have identified a risk to their safety or that of their colleagues in the workplace are encouraged to develop a Family Violence Workplace Safety Response Plan (if they have not previously developed one), or to review an existing Plan if circumstances have changed.
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[bookmark: _Int_5jNbh6RF]CHS does not tolerate family violence being perpetrated in or from the workplace. This includes the use of violence in person or via technology such as telephone or email. 

[bookmark: _Int_WLKtW64w]Staff are required to comply with the CHS Clinical Record Management Procedure or CHS Administrative Records Management Policy and Manual and must not access the personal information of consumers or other staff without the appropriate authority.  

[bookmark: _Int_wMhaUfuv]Staff members who inappropriately access personal information of consumers or staff are behaving inconsistently with the ACT Public Service Code of Conduct and Section 9 Public Sector Conduct of the Public Sector Management Act 1994. 

Any alleged, inappropriate behaviour will be managed through the processes outlined in Workplace Values and Behaviours section of the relevant Enterprise Agreement.

If it becomes known an ACTPS staff member is perpetrating family violence outside the workplace, consider providing that staff member with information about relevant support services for perpetrators, but only if you believe it is safe to do so. Remain mindful that any alleged behaviour of this nature that occurs in front of a child may constitute reportable conduct and require notification to Workplace Relations, or completion of a Child Concern Report (refer to Canberra Health Services Child Protection Policy, Canberra Health Services Child Protection and Child and Prenatal Concern Reporting Guideline and ACT Reportable Conduct Scheme Procedure).

A list of support services is available on the CHS HealthHub Family Violence page.

[bookmark: _Int_fpeEe1Ar]CHS will support a staff member who is an alleged perpetrator to take Leave for Family Violence Purposes only where the leave is required to address the staff member’s use of family violence; for example, to attend behavioural change education or support. If a manager receives a request from an alleged perpetrator to access Leave for Family Violence Purposes, they should seek advice from Workforce Relations.
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	[bookmark: _Toc110855427]Section 4 – Leave for Staff to Support Another Person Experiencing Family Violence



CHS staff, other than casual staff, are eligible to apply for up to four days of ‘Personal Leave in Extraordinary and Unforeseen Circumstances’ to support a person who is experiencing family violence.

‘Personal Leave in Extraordinary and Unforeseen Circumstances’ is granted with pay, is non-cumulative and if granted is deducted from the staff member’s personal leave balance. 

[bookmark: _Int_aKDWvamA]These four days are in addition to the seven days personal leave without documentary evidence. 

[bookmark: _Int_uzalUycP]There is no expectation for a staff member to provide documentary evidence when they are supporting another person experiencing family violence when applying for ‘Personal Leave in Extraordinary and Unforeseen Circumstances.’
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	[bookmark: _Toc43903671][bookmark: _Toc110855428]Evaluation 	



Outcome
· CHS provides a supportive environment for staff members who are experiencing family violence to feel safe to disclose and seek support.

Measures
· [bookmark: _Hlk93310640][bookmark: _Int_vXOmOLvn]Six monthly reviews of the completion rate of the Family Violence - A Shared Understanding for Managers face to face training (assigned as mandatory education to the relevant cohort on HRIMS (Human Resource Information Management System) Learning) and implement engagement strategy if completion rate below 60%.
· [bookmark: _Hlk93310781]Six monthly reviews of the number of ‘views’ on the Family Violence page and ensure information is periodically updated and promoted for staff to access family violence related information and internal/external support services on the CHS HealthHub.
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Policies
· ACT Public Sector Domestic and Family Violence 
· CHS Child Protection 
· CHS Family Violence 
· CHS Occupational Violence 
· CHS Work Health and Safety 

Procedures
· CHS Identifying and Responding to Family Violence 
· CHS Occupational Violence 
· [bookmark: _Hlk104986266]CHS Clinical Record Management 
· Administrative Records Management Policy and Manual
· CHS ACT Reportable Conduct Scheme 

Guidelines 
· CHS Child Protection and Child and Prenatal Concern Reporting 

Legislation
· Family Violence Act 2016
· Ombudsman Act 1989 
· Health Records (Privacy and Access) Act 1997
· Human Rights Act 2004
· Work Health and Safety Act 2011
· Public Sector Management Act 1994
· Information Privacy Act 2014
· Children and Young People Act 2008
Privacy Act 1988
Working with Vulnerable People (Background Checking) Act 2011
· Freedom of Information Act 2016
· Discrimination Act 1991
· Mental Health Act 2015

Other
· Australian Charter of Health Care Rights
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[bookmark: _Int_1cXdHcXA]Family violence occurs when one person in a relationship uses violence and abuse to maintain power and control over the other person. Family violence can affect people of all cultures, religions, ages, genders, sexual orientations, educational backgrounds, and income levels. 

Family violence is defined by the Family Violence Act (ACT) 2016 as any of the following behaviours by a person in relation to a family member of the person: 
· Physical violence or abuse
· Sexual violence or abuse
· Emotional or psychological abuse
· Economic abuse
· Threatening behaviour
· Coercion or any other behaviour that: 
· Controls or dominates the family member; and
· Causes the family member to feel fear for the safety or well-being of the family member or another person; or 
· Causes a child to hear, witness or otherwise be exposed to the above behaviour.

Family Violence includes relationships which involve an: intimate partner (current or former), domestic partner (current or former), child of a domestic partner or former domestic partner, relative, kinship relationships in Aboriginal and Torres Strait Islander community and ‘family like’ relationships between a person with a disability and their carer. 

[bookmark: _Toc389473290]Back to Table of Contents
	[bookmark: _Toc110855432]Search Terms 



Family violence, domestic violence, intimate partner, violence, elder abuse, abuse, family violence leave, mandatory training, required training, unsafe, safety, sensitive inquiry, sexual assault, support, children, workplace.
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Attachment 1: Six Steps of Sensitive Practice – Quick Reference Guide for Managers
Attachment 2: Family Violence Workplace Safety Response Planning Instrument

[bookmark: _Int_917VyJLT]Disclaimer: This document has been developed by Canberra Health Services specifically for its own use. Use of this document and any reliance on the information contained therein by any third party is at his or her own risk and Canberra Health Services assumes no responsibility whatsoever.
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[bookmark: _Toc110855434][bookmark: _Hlk109908385]Attachment 2: Family Violence Workplace Safety Response Planning Instrument

The Family Violence Workplace Safety Response Planning Instrument (the Instrument) should be used in conjunction with the Canberra Health Services Family Violence Workplace Support Procedure.
[bookmark: _Hlk104988191]Section 1: Discussion tool
[bookmark: _Int_bJduvOXw]Complete this discussion tool with the staff member to identify risks and safety measures for the Family Violence Workplace Safety Response Plan (the Plan) at Section 2. 

Sharing the Instrument with other areas of CHS, for example Security, should only occur with the agreement of the staff member.  Section 1 should not be shared with other areas of CHS.
[bookmark: _Int_jOXKq1WC]Consider sharing only the elements of Section 2 of the Plan that are of relevance to the specific area.

The completed Instrument should be stored in the staff member’s personnel file.

	Questions
	Workplace considerations
	Comments/level of risk

	Are you in imminent danger? 
Who else might be in danger (e.g., children or other family members?)
This question is considering the risk of violence outside the workplace
	· If the staff member feels at any time that they (or other family members) are in imminent danger, they will be encouraged to contact police.
· Provide contact details for the Domestic Violence Crisis Service (DVCS), ensuring the information is provided in a discrete way.
	

	Is there an immediate or potential threat or actual violence in the workplace?
This question is to confirm the actions to be taken if there is a threat or actual violence in the workplace at some time in the future
	· [bookmark: _Int_bYvTBl5U]If there is an immediate threat or actual violence, follow the Code Black procedures for your location. For staff not at Canberra Hospital or University of Canberra Hospital, phone ACT Policing (phone 131 444). 
· Refer to the Emergency Plans procedures on the HealthHub (intranet).
	

	Is there a Family Violence Order (FVO) or Personal Protection Order (PPO) in place? Does it cover the workplace?
	· [bookmark: _Int_QbHDvnDE]If an FVO exists, clarify what the terms are and if the workplace is specified in the FVO. 
· Has the person using violence/abuse ever breached an FVO? Seek advice from security, police or People and Culture.
· Encourage referral for legal advice.
	

	Does the person who uses violence/abuse, work at the same workplace? 

	· Consider separating the staff to address any safety concerns.
· Refer to the CHS Family Violence Workplace Support Procedure for guidance on what to do if the staff member using violence/abuse has perpetrated violence in or from the workplace.
	

	Does the person who uses violence/abuse have access to the workplace?

	· Where there is concern the person using violence/abuse has threatened to attend the workplace, consider contacting security to discuss the support that is available in the workplace.
· Ensure the staff member is aware of how to contact CHS security,
· Determine whether the staff member experiencing family violence wishes to provide the workplace with a photo of the person.
· Obtain consent from the staff member for security or reception to have access to the photo and personal details so they can identify/screen at point of contact.
· Consider/review how visitors access the workplace, including public areas (e.g., toilets, lunch areas).
	

	Can you talk me through your workday?
Which parts of the workplace do you frequently attend? 
Are there any times you work alone? 
[bookmark: _Int_nJnG6Jb4]Are there any circumstances in which you would be more vulnerable (e.g., walking to a meeting or forum – internal or external workplaces)? 
Are there any circumstances in which other staff might be put at risk? 
This is to determine reasonable adjustments, if required.
	· Clarify standard start and finish times.
· Consider lighting (e.g., carpark, within and outside the workplace).
· Consider visibility of staff member within the workplace. 
· Reduce or eliminate the risk of the staff member working in isolation from others.
· Consider the risk of the staff member’s availability to the public (e.g., reception, calling the work number). 
· Ensure the staff member does not work in areas visible and easily accessible to visitors (e.g., reception, near windows).
· Ensure the staff member is aware of the location of fixed duress point locations, including in car parks and main thoroughfares if available.
· Identify a safe place for the staff member to go to if in danger and how they will get there.
· Encourage the use of internal routes when moving about the campus or walking to carparks (where available).
	

	How do you travel to and from work?
	· [bookmark: _Int_NmP1lvTU]If reasonable, arrange for the staff member to be escorted to and from their vehicle or public transport (ensure other staff are not placed at risk). An escort could be a physical, in-person escort, or a visual escort, carried out via monitoring security cameras located across most areas of Canberra Hospital, University of Canberra Hospital and Dhulwa Mental Health Unit
· [bookmark: _Int_dgUfKQXp]If possible, provide the staff member with a well-lit, priority parking space near a building or near a building access point/door. Consult with Operational Support Services.
· Consider providing the staff member with a mobile duress device (where available - consult with CHS Security Services)
	

	What methods could the person using violence/abuse use to contact you while at work?
	· Provide the staff member with a new phone number and email address if deemed appropriate.
· Ensure all records and directories that the public can access do not include the staff member’s contact information.
· With the staff member’s permission train others in the workplace on how they maintain confidentiality including, the location and contact details of the staff member.
	

	Who are your contacts in case of an emergency, specific to this matter?
	· Check emergency details are up to date in HR21.
· Clarify method and timing of contact in the event the staff member will be late or absent from work.
	

	Are there any reasonable adjustments the workplace can offer you to support you in managing your safety?

	· Offer a flexible schedule or flexible work arrangements where possible. 
· [bookmark: _Int_BWZL7OCD]Consider any additional support that may assist (e.g., EAP (Employee Assistance Program), access to DVCS or other referral options).
· Discuss whether the staff member needs to access leave (e.g., attend medical, legal, court appointments, attend to childcare, school, accommodation, financial issues). Refer to CHS Family Violence Workplace Support Procedure for information about Leave for Domestic and Family Violence Purposes.
	

	Is the violence impacting your current work performance? And if so, what can we do to support you?
	· Encourage the staff member to advise their manager of work impacts caused by family violence. 
· Consider providing additional support to assist with work commitments if required.
	

	Is there a need to transfer or relocate you to another office/work location?
	· Discuss with the staff member whether they may require a temporary or permanent transfer or relocation.
· Be aware, if relocating, the staff member could be isolated from support networks.
	

	What information has already been shared with other staff?

	· Discuss how the person would like their circumstances communicated to colleagues, if at all.
· You may need to check with these staff to reinforce privacy and confidentiality. 
· [bookmark: _Int_jrYFl3Rj][bookmark: _Int_CGjCB2xG]Consider if anyone else in the team or workplace needs EAP (Employee Assistance Program) (e.g., counselling)?
	

	Are there any other members of the family that are at risk?
	· Discuss availability of Employee Assistance Programs for direct family members.
	

	Are there areas of Canberra Health Services that should receive a copy of this plan?
	· Discuss the need to share this plan (or parts of) with other individuals or teams in CHS, for example, People and Culture or Security
	



[bookmark: _Hlk27058130]Canberra Health Services acknowledges this form is based on the equivalent form developed by the Queensland Government and is used with their permission. https://www.forgov.qld.gov.au/support-employees-affected-domestic-and-family-violence


Section 2: Family Violence Workplace Safety Response Plan
	Staff member details

	Full name
	

	Position
	

	Phone number/s
	Work:                                                                 Mobile:

	Employment status 
(e.g., full-time, part-time)
	

	Manager details
	

	Full name
	

	Position
	

	Phone number/s
	

	HR Business Partner contact
	

	Full name
	

	Position
	

	Phone number/s
	

	Staff member emergency contacts

	Contact 1 – Full name
	

	Phone number/s
	

	Email
	

	Contact 2 - Full name
	

	Phone number/s
	

	Email
	




[bookmark: _Int_pmCHuzi9]
The manager should complete this section in consultation with the staff member after completion of Section 1 (Discussion tool) of the Family Violence Workplace Safety Response Planning Instrument.  A copy of the completed Family Violence Workplace Safety Response Plan (Section 2) will be retained confidentially in accordance with the Information Privacy Act 2014.

	No
	Concern
	Safety measure
	Person responsible
	Start date
	Review date

	1. 
	
	
	
	
	

	2. 
	
	
	
	
	

	3. 
	
	
	
	
	

	4. 
	
	
	
	
	

	5. 
	
	
	
	
	

	6. 
	
	
	
	
	


Record changes made to the safety response plan during the period below:
	No
	Changes to safety measures
	Reason
	Person responsible
	Start date
	Review date

	
	
	
	
	
	

	
	
	
	
	
	



	Staff member’s name 
	

	Signature:
	
	Date:
	

	Manager’s name and position
	

	Signature:
	
	Date:
	



	ACCESSIBILITY

	If you have difficulty reading a standard printed document and would like an alternative format, please phone 13 22 81. 
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	If English is not your first language and you need the Translating and Interpreting Service (TIS), 
please call 13 14 50.
For further accessibility information, visit: www.health.act.gov.au/accessibility
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Step 1 | Notice the Signs & Workplace Indicators Behavioural: hypervigilance, increased startle response, withdrawn, difficult to engage, poor hygiene
‘The signs of family violence are not always visible and may | Emotional: istress, anxiety, depression, indecisive, overwhelmed by day-to-day activities (presenteeism), panic.
be caused by a range of other factors, but the noticing the | attacks, expressing put-downs or humiliation by partner
signs are enough to explore a sensitive enquiry Social: increased absences from work/work social events/lunch breaks, recent separation/divorce, homelessness or
conversation about family violence. housing instability, no say in decisions about self/home/children/parentin, partner frequently checking-in
Physical: concealing injuries (incl. bruising) with bandaging or modest clothing, unconvincing explanation of injuries,
request for change of duties due to Injury or pain, hoarse voice
Trauma is a normal human response to abnormal events | Trauma responses:
and occurs when a person is overwhelmed by something = Fight response: argumentative, defensive, imitable
beyond their control. The stress response cycle i triggered ~ Flight response: avoidance, inability &/or difficulty in making decisions
within the body. « Freeze response: teary, inarticulate, unable to respond, overwhelmed, anxious
= Fawn response: taking on more work, working longer hours onsite/offsite.
Step2 | Ask Sensitively. ‘Option to review your lanyard card prior to having your conversation.

The goal of a Sensitive Enquiry conversation is to provide
support and validation. How managers open this
conversation and respond is crucial to eliciting feelings of
safety, respect and control for the staff member and it can
make 3 big difference. It may not resultin a disclosure in
the first instance but may create a supportive space for a
future disclosure to occur.

Respect confidentiality and privacy of staff and safety of
Staff member in the first instance.

Consider:
15 now the right time to ask?

Will your conversation be overheard?

Time and workflow issues for you and the staff member.

If staff are working from home:
+ s the person alone?
+ lIsitsafe for the staff member to take your phone
call/Webex chat?

Framing statements:

+ “I've noticed you don't seem yourself lately at work...”

+ “You're such a great member of our team and I've noticed lately you seem withdrawn.

+ “Isthere anything | need to know to support you better at work...”

+ “For some people, feeling unsafe at home may impact their work ."

* “We know that during COVID, many people are/were experiencing a high level of stress/distress in their
relationships

 “We know Family Violence is common and that it impacts the health of our staff..”

* “We often ask people about how safe they feel at home and in their relationships, as that's important to their
overall health ..

Prompting Questions:
* “How are things at home?”
* Do you feel safe in your relationship?”
+ “Are you fearful of your partner or ex-partner?”
+ “Isthere something we can do to help you feel safer at work?”
+ “Would you like support with any of this now/What matters to you today?”
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Step3 | Respond Respectfully ‘Supportive Responses: validate and offers support, include rights-based statements, doesn't blame the victim survivor
Remember: LLV.E.S. model (Worid Health Organisation) | for the violence/keeps the perpetrator accountable for their actions, provides support that is unconditional
Listen: Listen to your staff member closely, with = “I.can appreciate how difficuit this may be for you to talk about..'m worried about your safety and want to
empathy and without judging support you any way | can.”
Inquire: Assess and respond to their various needs = “Youand your children deserve to be safe.”
and concerns — emotional, physical, social = “Itis his/their choice to use violence.”
and practical (e g, childcare) = “Would you ike some information and support about ways to stay safe?”
Validate: Show that you understand and believe - “Whatever you choose to do, we are here to support you”
them. Assure them that they're not to Ifresponding to a disclosure from a perpetrator:
blame " Avoid nvitations to collude (dor/t minimise, justiy, excuse violent behaviours)
Enhance Discuss 2 plan to protect themselves from = "Doyouthink the people around you are safe at the moment?”
sy i e e s s - Are there children n the home? Ifyes, then you need to contact People & Cuture to discuss a Reportable Conduct
Support: Support them by helping them connect to ‘Scheme notification.
information, seryiges and social support.
Step4 | Respond to Risk— Action Plan No violence s disclosed:
Children are impacted by family violence directly and + “Thanks for answering those questions/having this chat..”
indirectly. + “Ifyou ever need assistance, please just ask..”
CHS Child Protection Policy: + “Please know we can support you, if you ever want/need it..*
CH Chill Protection Policy notes all CHS employees are to | Violence i disclosed but staff member declines support:
report AL beliefs or suspicions of abuse or neglect of + "Thanks for answering these questions and for telling me about your experience. | can't imagine how diffcult
children to CYPS. Exposure to fomily violence whether direct itis to ive with this violence and | know you are constantly measuring the threat to you, and your children’s
or indirect would be considered risk of harrm. safety. If anything changes, please call the Domestic Violence Criss Service, they're available 24-hours/day.”
Respect the decisio; don'tforce a person to accept supports s it may not be asafe option fo the ot th time.
1f o disclosure of violence, but you strongly suspect and + “Are you concerned about your safety right now?”
have concerns for your staff member’s safety or the safety | Violence is disclosed and staff member welcomes support:
of their children, you must make a cal to CYPS Mandated + “Thanks for answering these questions and for telling me about this. Are you OK I I/we contact DVCS/People
Reporters Intake Line 1300 556 72, & Culture/Health lustice Partnership (HIP) to come and see you?”
fsafety ot work s a concen, complete the Family Violence Workplace Response Plaring Instrument document.
Step 5 | Provide Options and Referral Pathway Internal Referral Options: EAP, Health Justice Partnership/Legal Aid - 0427 143 401, People & Culture, Workplace,
Know your limits: Your role is not to provide advice/ Resolution and Support Service x43656, HealthHub has all contact detals.
counselling, try to i the situation, orforce a isclosure.
Be supportive, non-judgemental, ask about safety, and ‘External Referral Options: DVCS - 6280 0900, ACT Policing - 000/131 444, 1800 RESPECT (1800 737 732, Legal Aid -
where there are no immediate safety concerns, offer 1300 654 314, Women's Legal Service - 6257 4499, CYPS — 1300 556 728, see HealthHub for more options.
support as guided by your staff member with their consent.
Step6 | Document Sez Family Violence Workplace Support Procedure document for fulldetais regarding supports available for staff

Sightand retur any supporting evidence for family
Vilence leave; do not attach to “leave-Other” application
Keep confidentil tlly of family vilence leave utised
Completed Family Violence Workplace Response Planning
tobe stored on persomnel il and uhcated regularly.

experiencing Family Violence. Family Violence Workplace Response Planning Instrument in this procedure to be
completed with staff member and relevant supports if concerned about safety at work - consult with People & Culture.
Supports at CHS include but are not limited to

* 20 ays family violence leave/annum (pro-rata, does not accrue and is unpaid for casual staff)

+ Temporary change of hours/location of workslace

- Security escort toffrom carpark
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