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JOB CANDIDATE EMERGENCY PROCEDURES

A. Background

1. There are times when a job candidate voices comments that can be considered a danger to self or others.  Depending upon the circumstance specific procedures are followed.  The following defines how to determine if the job candidate is a danger to self or to others.

a. Danger to self:  the job candidate appears depressed or agitated.  The job candidate voices a plan to inflict harm upon him/herself. 
b. Danger to others:  the job candidate appears agitated or presents self in a manner not typical of past behavior.  The job candidate voices or presents an object that will be used to inflict harm upon another individual.
B. Procedures

1.
Danger to Self or Others (not affiliated with IVRS):  when the job candidate voices a desire to inflict pain or danger to self or others, agency staff should advise the job candidate that he/she will need to report the information to the proper authorities.  Proper authorities may be the job candidate’s mental health provider, CRP provider, and may also include authorities charged with public safety.  Agency staff will also counsel the job candidate to obtain help and make the appropriate arrangements to get the job candidate the necessary help. Staff should notify their supervisor of the event that occurred.
2.
Danger to IVRS Staff:  the counselor will inform the supervisor of the local office immediately whenever possible of the comments made by the job candidate.  The counselor will record in the case record the actions made, the comments provided, and perceived voice tone.  The local supervisor  will discuss the situation with the Chief of Rehabilitation Services and together they will determine if authorities should be involved.  When the threat is determined to be serious the Supervisor of the office will close the case record, and then send the job candidate a letter advising him/her of the case closure and the reason for the closure.  The letter will state that the job candidate is not allowed on IVRS property due to the violation and if the job candidate requires a meeting with the supervisor or anyone in the chain of command, the job candidate will make the appropriate arrangements in advance and produce evidence from a qualified mental health professional that the person is no longer a danger to IVRS staff. 
C.
Anti-Bullying/Harassment Policy

Harassment and bullying of job candidates is against federal, state and agency policy.  Such actions violate the Code of Ethics by which our industry is governed, and the rules established in our Employee Handbook and Case Services Manual. 
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IVRS is committed to ensuring all job candidates are in a safe and civil environment in which they are treated with dignity and respect.  To that end this policy is established to reduce and eliminate bullying and harassment as well as processes and procedures by which incidents of bullying and harassment will be dealt.  

IVRS prohibits harassment, bullying, hazing, or any other victimization of job candidates based on any of the following perceived traits or characteristics, including but not limited to, age, color, creed, national origin, race, religion, marital status, sexual orientation, gender identity, gender, physical attributes, mental or physical ability or disability, political preference, ancestry, socioeconomic status, or familial status.  

IVRS recognizes that staff, by carrying out their normal duties, may learn of instances in which job candidates perceive that they are being bullied or harassed either from IVRS staff or in other environments where job candidates participate as part of their rehabilitation plan.  This policy serves as a guide on how to handle such allegations.

When looking at the totality of the circumstances, harassment and bullying means any electronic, written, verbal, or physical act or conduct toward a job candidate which is based on any actual or perceived trait or characteristic of the job candidates and which creates an objectively hostile environment that meets one or more of the following conditions:

· Places the job candidate in reasonable fear of harm to the job candidate’s person or property;

· Has a substantially detrimental effect on the job candidates physical or mental health;

· Has a substantially detrimental effect on the job candidates ability to participate or benefit in services;

· Prevents the job candidate from following through or executing actions required by the rehabilitation plan.

Harassment and bullying may include, but are not limited to, the following behaviors and circumstances:

· Repeated remarks of a demeaning nature focused on the attributes of the job candidate or the job candidate’s performance.  

· Implied or explicit threats concerning one’s grades, achievements, property, person, etc.

· Demeaning jokes, stories, or activities directed at the job candidate.

· Unreasonable interference with the job candidate’s performance.
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· Retaliation by deliberately withholding information or work tasks so the job candidate cannot perform or participate effectively.

Harassment and bullying does not mean the following when performed by a person who is not the job candidate:

· Open and respectful disagreement of opinion

· Incompetence or inability to execute work tasks upon which the job candidate relies in order to perform his/her work efficiently.

· Spirit healthy jokes, stories, or activities that provide a positive message or lesson learned.

Sexual harassment of a job candidate means unwelcome sexual advances, requests for sexual favors, verbal discussions of sexual activities or performance, or other verbal or physical conduct of a sexual nature when:

· Submission to the conduct is made either implicitly or explicitly in term or condition of the job candidate’s participation in services.

· Submission to or rejection of the conduct is used as the basis for academic, employment, or services decisions affecting the job candidate. Or

· The conduct has the purpose of effect of substantially interfering with the job candidate’s performance by creating an intimidating, hostile, or offensive environment up and to the degree the job candidate feels compelled to quit participation to avoid the harassment.

· Counseling conversations include discussions of a sexual nature and have not been referred to appropriate resources.

In situations between the job candidate, IVRS employee, partners and business may also include the following behaviors to be considered as bullying:

· Requiring that the job candidate submit to the bullying or harassment by another person either explicitly or implicitly as a term or condition of the job candidate’s participation in services.

· Requiring submission to or rejection of such conduct as a basis for decisions affecting the job candidate.

Allegations of Harassment/Bullying by IVRS Staff:

This policy is in effect while job candidates receive services on IVRS property or when escorted by IVRS staff as part of the normal work duties of IVRS if the misconduct directly affects the good order, efficient management, integrity and Code of Ethics of IVRS.  If after an investigation, a staff member is found to be in violation of the Code of Ethics, the staff person or volunteer of IVRS shall be disciplined by appropriate measures which may include suspension or termination of employment.
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Allegations of Harassment/Bullying Committed in Training or Work Environments:

This policy is in effect while the job candidate receives services through a partner.  The same definition of harassment and bullying is used to assess if said actions occurred by a training partner or in a work environment.  In such circumstances the training partner or business is responsible for the investigation.  During the investigation the job candidate is given the opportunity to take a leave of absence from the environment in which the harassment or bullying occurred; or the training partner or business ensures that the job candidate will not be subjected to interactions with the perpetrator.  Before informing a training partner or business of the alleged action, staff will first report it to the Supervisor of the unit who will inform the Chief of Rehabilitation Services.
Any person who promptly, reasonably and in good faith reports an incident of bullying or harassment under this policy to IVRS management shall be immune from personnel action unless it is determined that person is the perpetrator of the action.  Individuals who knowingly file a false complaint may be subject to appropriate disciplinary action.  Retaliation against any person who has filed a bullying or harassment complaint or assisted in a harassment investigation or proceeding is prohibited.  Any individual who files a false complaint or gives false testimony in an investigation shall be subject to discipline.  Any person found to retaliate in violation of this policy shall be disciplined.  Any job candidate found to have retaliated or filed a false complaint may be subject to an interruption of service while requiring the job candidate to participate in mental health counseling as well as up to and including file closure depending upon the severity of the violation.  
Any violation of the Code of Ethics involving the development of a personal relationship with a job candidate with whom the staff person is not related at the time of the violation will be subject to termination.

Note:  Our policy does NOT supersede a school’s policy. 
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