


[bookmark: _GoBack]Workplace Violence Incident Intake Log

	Date of Incident:
	
	Time of Incident:
	



	Address/Location of Incident:
	



Detailed description of incident: 
	[bookmark: _Hlk150414780]



Workplace Violence Classification
	☐	Class 1
	Committed by a person who has no legitimate business at the worksite; includes violent acts by anyone who enters the workplace or approaches workers with the intent to commit a crime

	☐	Class 2
	Act directed at employees by customers, clients, patients, students or visitors

	☐	Class 3
	Workplace violence against an employee by a present or former employee, supervisor, or manager

	☐	Class 4
	Committed in the workplace by a person who does not work there, but who has or is known to have had a personal relationship with an employee



Who committed the offense?
	☐ Client or Customer
	☐ Supervisor/Manager

	☐ Family or Friend of Client or Customer
	☐ Partner or Spouse

	☐ Stranger with Criminal Intent
	☐ Parent or Relative

	☐ Coworker
	☐ Other Perpetrator:
	



What were the circumstances at the time of the incident?
	Was the victim performing normal job duties?  ☐Yes  ☐No

	Did the incident happen in a poorly lit area?  ☐Yes ☐No

	Did the incident happen during low staffing?  ☐Yes ☐No

	Was the victim isolated or alone?  ☐Yes ☐No

	Was the victim unable to get help or assistance?  ☐Yes ☐No

	Was the victim working in community setting?  ☐Yes ☐No

	Was the victim working in a new or unfamiliar location?  ☐Yes ☐No

	Other circumstance:
	



Where did the incident occur?
	☐ In the victim’s normal workplace.

	☐ In the parking lot or other area outside the workplace.

	☐ Other area:
	



Did the incident involve any of the following?
	☐ Physical attack without a weapon, including, but not limited to, biting, choking, grabbing, hair pulling, kicking, punching, slapping, pushing, pulling, scratching, or spitting.

	☐ Attack with a weapon or object, including, but not limited to, a firearm, knife, or other object.

	☐ Threat of physical force or threat of the use of a weapon or other object.

	☐ Sexual assault or threat, including, but not limited to, rape, attempted rape, physical display, or unwanted verbal or physical sexual contact.

	☐ Animal attack.

	☐ Other:
	



Was security or law enforcement contacted?  ☐Yes ☐No
	If yes, what was their response?
	





What actions have been taken to protect employees from a continuing threat or from any other hazards identified as a result of the incident?
	



	Log Completed By:
	
	Title
	
	Date Completed:
	






