
EMPLOYEEREIMBURSEMENT /CREDITCARDPOLICY

TheTownofParmaauthorizestheuseofindividualstorecreditcards.  Thestorecreditcard
accountwillbeopenwiththeauthorizationofthefinancedepartment.   

Financeofficeanddepartmentheadshavecustodyofthecreditcards

CardsaretobeusedforpurchasesrelatedtoTownbusinessONLY

Theoriginalitemizedreceiptmustbeattachedtoavoucher, signedbythedepartment
headandsubmittedforapprovalbytheTownBoard atthenextbillpayingsession

Ifreimbursementisformorethanoneperson (ex.-twoorthreeindividualsattenda
luncheon) eachpersonshouldbenotedonvoucherand/orreceipt.  

Authorizedstorecreditcardsare:  

Lowes CreditLimit -  $8,000.00
Sam’sClub CreditLimit -  $3,000.00
Staples CreditLimit -  $5,000.00

Localgovernmentofficialsandemployeesareprohibitedfromusinggovernmentcreditcards
formakingpersonalcharges.  Allbillingstatementsaretobereconciledtosupporting
documentationthatadequatelyidentifiesALLchargesasbeingvalidandpropermunicipal
expenses. Governmententityistoseekrepaymentfromthoseresponsibleforincurring
unauthorizedorinappropriatecharges.  

WhenanemployeemakesapurchaserelatedtoTownbusinessandpaysoutofpocket, using
cash, personalcreditcardorstoreTownCreditCard, theymustfollowthefollowingprocedure
forreimbursement:  

Anypurchasesnotfortownbusinesswillbepaidpersonallybyemployee

AnyemployeepersonalcreditcardusedforTownpurchaseswillrequirethesame
procedureslistedabovetobefollowed



TOWNOFPARMAINVESTMENTPOLICY

A. InvestmentPolicy

TheobjectivesoftheInvestmentPolicyoftheTownofParmaaretominimizerisk, toinsure
thatinvestmentsmaturewhenthecashisrequiredtofinanceoperationsandtoinsurea
competitiverateofreturn.  TheTownBoardwouldliketomaximizeinterestincomeonall
fundsnotimmediatelyneededforpaymentofobligations.  Investmentsofexcessfundsshall
begovernedbytheregulationscontainedintheTownLaw, GeneralMunicipallawand
LocalFinancelaw.  Theprioritiesforinvestmentoffundsshallbe:  

1. Toconformwithallapplicablefederal, stateandotherlegalrequirements
2. Toadequatelysafeguardprincipal
3. Toprovidesufficientliquiditytomeetalloperatingrequirements
4. Toobtainareasonablerateofreturn

B.  DelegationofAuthorityforInvestingTownMoney

TheTownBoarddelegatestheauthoritytomakethedaytodayinvestmentdecisionswithin
theguidelinesandlimitationsofthispolicytothe:  

1. TownSupervisorasChiefFiscalOfficer
2. DirectorofFinance

C.  InvestmentRegulations

Thecustodialagreementshallprovidethatsecuritiesheldbythebankoragentofand
custodianforthelocalgovernmentwillbeseparateandapartfromthegeneralassetsofthe
custodialbankandwillnotinanycircumstancesbeco-mingledwithorbecomepartofthe
backingforanyotherdepositorotherliabilities.  Theagreementshouldalsodescribethatthe
custodianshallconfirmthereceipt, substitutionorreleaseofthesecurities.  Theagreement
shallprovideforthefrequencyofrevaluationofeligiblesecuritiesandforthesubstitutionof
securitieswhenachangeintheratingofasecuritymaycauseineligibility.  Suchagreement
shallincludeallprovisionsnecessarytoprovidethelocalgovernmentaperfectedinterestin
thesecurities.    

AsauthorizedbyGeneralMunicipalLaw, Section11, theTownofParmaauthorizesthe
chieffiscalofficertoinvestmoniesnotrequiredforimmediateexpenditurefortermsnotto
exceeditsprojectedcashflowneedsinthefollowingtypesofinvestments:    

Certificatesofdeposit



Specialtimedepositaccounts
ObligationsoftheUnitedStatesofAmerica
ObligationsoftheStateofNewYork

AllinvestmentobligationsshallbepayableofredeemableattheoptionoftheTownofParma
withinsuchtimesastheproceedswillbeneededtomeetexpendituresforpurposesforwhichthe
monieswereprovidedandinthecaseofobligationspurchasedwiththeproceedsofbondsor
notes, shallbepayableorredeemableattheoptionoftheTownofParmawithintwoyearsofthe
dateofpurchase.  

Banksauthorizedforthedepositofmoniesuptothefollowingmaximumamountare:  

Manufacturers & TradersTrust (M&T)  $ 8,000,000.00
FirstNiagaraBank     $ 3,000,000.00

D. InvestmentSecurity

TheprimaryobjectiveofthispolicyistoenhancethesafetyandavailabilityofanyTownfunds
invested.  RegulationsoftheFederalDepositInsuranceCorporationstatethateachofficial
custodianoffundsofanycountry, municipalityofpoliticalsubdivisiondepositingsuchfundsin
aninsuredbanklocatedinthesameStateshallbeinsuredupto $100,000.00forthetimeand
savingsaccountsperbankandupto $100,000.00fordemanddepositsperbank. (12Code
FederalRegulationsSection330.8)  

TheFinanceDepartment, withSupervisor’sapprovalshoulddetermineonaregularbasis
whether:  

Thetransactionsarerecordedonthebooksofthecustodialbank.  
Theproperobligationshavebeenpledgedandwheneverpossiblesuchobligations
shouldbedeliveredtoabankortrustcompanyotherthantheinstitutionwith
whichtheinvestmentismade.  
Theobligationshaveanadequatemarketvaluetocoverthedeposits /  
investments.  
Theobligationshavebeensegregatedeitherphysicallyorbyappropriatebook
entry.  
Thefiscalofficer’swrittenconsentisrequiredforthereleaseandsubstitutionof
thepledgedobligations.  

E.  BondingPolicy

AllTownemployeeswhoareinvolvedwiththetransactionsoftheTownfundsarebonded
throughtheTown’sinsuranceprogram.  Thisprogramshouldbereviewedandupdatedannually.  



PROCUREMENTPOLICIESANDPROCEDURESFOR
THETOWNOFPARMA

ThisdocumentsetsforththepoliciesandproceduresofTheTownofParmatomeetthe
requirementsofGeneralMunicipalLaw, Section104-b.  

Purpose

Goodsandserviceswhicharenotrequiredbylawtobeprocuredpursuanttocompetitive
biddingmustbeprocuredinamannersoastoassuretheprudentandeconomicaluseofpublic
moneys, inthebestinterestsofthetaxpayers, tofacilitatetheacquisitionofgoodsandservices
ofmaximumqualityatthelowestpossiblecostunderthecircumstances, andtoguardagainst
favoritism, improvidence, extravagance, fraudandcorruption.  Tofurthertheseobjectives, the
ParmaTownBoardisadoptinginternalpoliciesandproceduresgoverningallprocurementsof
goodsandserviceswhicharenotrequiredtobepursuanttothecompetitivebiddingrequirements
oftheGeneralMunicipalLaw, Section103orofanyothergeneral, specialorlocallaw.  

ProceduresforDeterminingWhetherProcurementsareSubjecttoBidding

Theproceduresfordeterminingwhetheraprocurementofgoodsandservicesissubjectto
competitivebiddinganddocumentingthebasisforanydeterminationthatcompetitivebiddingis
notrequiredbylawisasfollows:  

FormalBids – Purchasesover $20,000and $35,000forPublicWorks

GeneralMunicipalLaw103providesthatallpurchasecontractsinvolvingexpendituresin
excessof $20,000andallcontractsforpublicworkinvolvingexpendituresinexcessof $35,000
beawardedthroughthecompetitivebiddingprocessforpoliticalsubdivisions. Althoughnot
definedinGeneralMunicipalLaw103, theOfficeoftheStateComptrollerhasexpressedthe
opinionthattheterm “purchase” appliestotheprocurementofcommodities, whiletheterm
contractforpublicwork” encompassescontractsforservices, labororconstruction. In

determiningthenecessityforcompetitivebidding, thecumulativeamounttobeexpendedforan
itemorcommodityinafiscalyearmustbeconsidered.  

FormalBidProcedures:  

A.TheDepartmentHeadmustreceiveapprovalfromtheTownBoardforthebidprocessto
start.  

B. FormalbidsareprocessedandpublishedbytheTownClerk’sofficewithdirectassistance
fromtheusingdepartmentsinthepreparationoftechnicalspecifications, plansand
drawingswhererequired.  

C. Formalbidswillbereceivedandopenedpubliclyatthespecifieddate, timeandplaceset
forthinthebiddocuments.  

D.Allbidsreceivedwillbetabulatedandgiventotheusingdepartment.  Theusing
departmentwillprepareareportfortheTownBoardcontainingtheirrecommendationsfor



theawardtothelowestandbestresponsiblebiddermeetingtheTown’sspecifications.  A
resolutionispassedatthenextTownBoardmeeting.  

E. TheTownClerkisresponsibleforsecuringandfilingallbids, legalnotices, and
resolutions.  Everytransactionshouldfallwithintheprovisionsofapplicablelawand
regulationsandshouldbecompletelydocumentedforsubsequentbidinspectionbyTown
auditors, federalandstateagencies, thebiddersoranyinterestedcitizens.  

Non-BidProcurements (seechartatend)  

Purchasesunder $10,000aresubjecttoapprovalsspecifiedonthechartattheendofthe
policy.  EachDepartmentHeadisresponsibleforcompliancewiththepurchasingprocedures
adoptedinthispolicy. Theprocedureforstandardpurchasingisasfollows:  
A.TheDepartmentHeaddetermineswhetherthepurchaseisabidornonbidpurchase.  
B. TheDepartmentHeadreceivesthecorrectnumberofquotesorapprovalsforthedollar

amountofthepurchase. Everyattemptshouldbemadetopurchaselocallyprovidingthe
costsarecompetitive. Thedocumentationforthetwoverbalquotesshouldbekeptbythe
departmentandfiled.  

C. AnyquotesthatwillbereviewedbytheTownBoardshouldbesubmittedtotheTown
ClerktoputintheTownBoardminutesandtobefiledintheTownClerk’soffice.  

D. Afterapprovals, avoucheriscreatedwithacopyofthevendor’sinvoiceandsignedbythe
DepartmentHead. ThisisforwardedtotheFinanceoffice.  

E. TheappropriatedepartmentalGeneralLedgeraccountshouldhavesufficientfunds
available.  Ifnot, abudgettransferformshouldbesubmittedtotheFinanceoffice for
approvalbytheTownBoardbeforethebillispaid.  

StatePricingContracts

TheStateofNewYorkandothergovernmentalentitiesestablishcontractsthatareextended
toallNewYorkmunicipalities.  Alistanddetailsofthecontractscanbeobtainedthroughthe
Internet.  Suchprocurementsshallberegardedasnoncompetitivetransactions.  

StatutoryExceptionsfromthesePoliciesandProcedures

ExceptwhendirectedbytheTownBoard, nosolicitationofwrittenproposalsorquotations
shallberequiredunderthefollowingcircumstances.  
A.Through countycontracts – GeneralMunicipalLaw103(3)  
B. Throughstatecontracts – GeneralMunicipalLaw104
C. Throughagenciesfortheblindorseverelyhandicapped – StateFinanceLawSection175- 

b
D. Througharticlesmanufacturedincorrectionalinstitutions – CorrectionLawSection186
E. SolesourcesituationPersonalservicecontracts – accountants, engineer, architector

attorney
F. Emergencypurchases



AdequateDocumentation

Agoodfaitheffortshallbemadetoobtaintherequirednumberofwritten (3) orverbal (2)  
quotes. AllwrittenquotesaretobefiledwiththeTownClerk.  Verbalquotesarethe
responsibilityoftheDepartmentHeadtokeepadequaterecords. 

AwardstoOtherThantheLowestBidder

Thelowestproposalorquoteshallbeawardedthepurchaseorpublicworkscontractunless
thepurchaserpreparesjustificationprovidingreasonswhyitisinthebestinterestofthetown
anditstaxpayerstomakeanawardtootherthanthelowestbidder.  

ItemsExceptedFromPoliciesandProceduresbytheBoard

TheParmaTownBoardwilldecidewhethertosolicitbidsorquotesforprofessional
servicesbasedontheirneedsatthetimeandwhetheritisinthebestinterestoftheTownof
Parma.  

InputfromOfficers
Commentsconcerningthepoliciesandproceduresshallbesolicitedfromofficersofthe

politicalsubdivisionordistrictthereininvolvedintheprocurementprocesstotheenactment
ofthepoliciesandprocedures, andwillbesolicitedfromtimetotimehereafter.  

AnnualReview
TheParmaTownBoardshallannuallyreviewthesepoliciesandprocedures.  TheParma

TownSupervisorshallberesponsibleforconductinganannualreviewoftheprocurement
policyandforanevaluationoftheinternalcontrolstructureestablishedtoensurecompliance
withtheprocurementpolicy.  

UnintentionalFailuretoComply
TheunintentionalfailuretofullycomplywiththeprovisionsoftheGeneralMunicipalLaw,  

Section104-bshallnotbegroundstovoidactiontakenorgiverisetoacauseofactionagainst
theTownofParmaoranyofficeroremployeethereof.  

TheQuotationProcess
TheTownandalldepartmentswilladheretothefollowingtableforstimulatingcompetitive

pricingforsmallpurchasesupto $10,000.  



StandardPurchases

Dollars Department Supervisor TownBoard Quotes
Head Required

0 - $1,999 Yes
2,000 - $4999 Yes Yes 2Written
5,000 - $9,999 Yes Yes Yes 3Written

10,000 SubjecttoBid
TheHighwaySuperintendentmayapprovehighwaypurchasesbetween $2,000 –$4,999*  

PreApprovedProjects

Dollars Department Supervisor TownBoard Quotes
Head Required

0 - $1,999 Yes
2,000 - $4999 Yes 2Written
5,000 - $9,999 Yes Yes Yes 3Written

10,000 SubjecttoBid



TOWNOFPARMAWHISTLEBLOWERPOLICY

POLICY:  

TheprimarydutyofallTownemployeesistothepublicwhomweserve.  Ifyou
observewhatyoubelievetobeanactoffraud, waste, abuse, misconduct, illegal
activityorotherviolationoftheTown ‘sCodeofEthicsbyaTownofficeror
employee, youhaveadutytoreportit.  Thispolicyisasafeguardagainst
retaliatoryactionsthatcouldbetakenagainstaTownofficeroremployeefor
suchareportmadeingoodfaith.  

Provisions:  

1. IMPROPERCONDUCT:   IfyoubelieveactiontakenbytheTown, oraTown
officeroremployeeintheperformanceofhis/herofficialduties, violatesa
federal, stateorlocallaw, ruleorregulation, ortheTown’sCodeofEthics,  
youhaveadutytoreportit.  

2. GOODFAITH:  Agoodfaithreportmeansyouhavereasonablegroundsto
believetheconductconstitutesimpropergovernmentalactionandistrue,  
evenifthebeliefshouldlaterprovetobeunsubstantiated.  

3. REPORTING:  Inmostcases, yourimmediatesupervisorisinthebest
positiontoaddressanareaofconcern; therefore, youshouldmakethe
goodfaithreporttoyourDepartmentHead.  However, itisunderstoodthat
thecircumstanceswilldictatetheappropriateavenuetofollow.  Hereisthe
preferredreportingorder:  

YourDepartmentHead
DirectorofFinance
TownSupervisor
TownBoard



YourDepartmentHeadofthedirectorofFinancewillreporttheconducttothe
TownSupervisor.  

4. ANONYMITY / CONFIDENTIALITY:   Yourreportcanbemadeanonymously.   
Yourreportwillbekeptconfidentialtothebestextentpossible, consistent
withtheneedtomakeafairandcompleteinvestigation.  

5. RETALIATION:  TheTownshalltakenoretaliatoryactionagainstyou
becauseyoumadeagoodfaithreportofanyinformationregardingfraud,  
waste, abuse, misconduct, oranyallegedprohibitedorillegalactivityin
violationofanylaw, ruleorregulationgoverningofficersandemployeesof
theTown.  Ifyoufeelyouhavebeenretaliatedagainst, inviolationofthis
policy, reportitimmediatelyusingthestepsoutlinedabove.  

Supervisor’sProceduresforImplementation:  

1. RECEIVINGTHEREPORT:  Supervisorsshouldmakenojudgmentuponthe
meritsofthereportwhenreceivingitfromtheemployee.  Treatthereport
seriouslyandifnotanonymous, assuretheemployeeitwillbetreated
confidentiallywithintheconstraintsoutlinedinstep4.  

2. FORWARDINGTHEREPORT:  ForwardthereporttotheDirectorofFinance,  
SupervisororTownBoardascircumstancesdictate.  

3. RETALIATION:   Employeeswhomakeacomplaintingoodfaithwillnotbe
retaliatedagainstorpenalizedinanymanner.  Ifyouobserveretaliationor
receiveareportofretaliation, reportitusingthestepsoutlinedinstep3.  
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TownofParmaWorkplaceViolencePrevention
Policy & IncidentReporting

TheTownofParma iscommittedtothesafetyandsecurityofouremployees.  Workplace
violencepresentsaseriousoccupationalsafetyhazardtoouragency, staff, and
clients. Threats, threateningbehavior, oractsofviolenceagainstemployees, visitors, guests,  
orotherindividualsbyanyoneontheTownofParmapropertyorworksiteswillbethoroughly
investigatedandappropriateactionwillbetaken, includingsummoningcriminaljustice
authoritieswhenwarranted.  Allemployeesareresponsibleforhelpingtocreatean
environmentofmutualrespectforeachotheraswellasclients, followingallpolicies,  
proceduresandprogramrequirements, andforassistinginmaintainingasafeandsecure
workenvironment. 

ThispolicyisdesignedtomeettherequirementsofNYSLaborLaw27bandhighlightssome
oftheelementsthatarefoundwithinourWorkplaceViolencePreventionProgram. The
processinvolvedincomplyingwiththislawincludedaworkplaceevaluationthatwas
designedtoidentifytheworkplaceviolencehazardsouremployeescouldbeexposedto.  
Othertoolsthatwereutilizedduringthisprocessincludedestablishingacommitteemade
upofmanagementandAuthorizedEmployeeRepresentativeswhowillhaveanongoingrole
ofparticipationintheevaluationprocess, recommendingmethodstoreduceoreliminate
thehazardsidentifiedduringtheprocessandinvestigatingworkplaceviolenceincidentsor
allegations. AllemployeeswillparticipateintheannualWorkplaceViolencePrevention
TrainingProgram.  

Thegoalofthispolicyistopromotethesafetyandwell-beingofallpeopleinour
workplace. Allincidentsofviolenceorthreateningbehaviorwillberespondedto
immediatelyuponnotification. TownofParmahasidentifiedresponsepersonnelthat
includeamemberofmanagementandanemployeerepresentative. Ifappropriate, theTown
ofParmawillprovidecounselingservicesorreferralsforemployees.  

AllTownofParmapersonnelareresponsiblefornotifyingthecontactpersondesignated
belowofanyviolentincidents, threateningbehavior, includingthreatstheyhavewitnessed,  
received, orhavebeentoldthatanotherpersonhaswitnessedorreceived.     

DesignatedContactPerson:  

Name:      CarmCarmestro

Title:         TownofParmaSupervisor

Department:    Supervisor

Phone:       (585) 392-9462

Location:     1300HiltonParmaCornersRoad HiltonNY14468



WorkplaceViolence
Prevention

Introduction

Workplaceviolencepresentsaseriousoccupationalsafetyhazardforworkers; during
thelastdecadehomicidewasthethirdleadingcauseofdeathofallworkersandthe
leadingcauseofoccupationaldeathforwomenworkers.  

Examplesofhighriskworkplacesincludinghealthcare settings, socialservices,  
workingaloneorinsmallnumbers, serviceworkers, publictransportationdriversand
manyothertypesofpublicemployment.   

NewYorkStaterequirespublicemployers (withtheexceptionofemployersasdefined
insectiontwenty-eighthundredone-aoftheeducationlaw) toperformaworkplace
evaluationofeachworksite. Theevaluationisintendedtoidentifyfactorswhichmay
placetheworkforceatrisktooccupationalassaultsorhomicides. Theresultsofthe
evaluationandtheRiskFactorsfoundshouldbesharedwithemployees; this
informationshouldbereviewedinitiallyandannuallythereafter. Employerswhohave20
ormorefulltimeemployeesarerequiredtodevelopawrittenWorkplaceViolence
PreventionProgram.  

Workplaceviolenceisphysicalassault, threateningbehaviororverbal
abuseoccurringintheworksetting. 
Aslistedbelow:  

Verbalorphysicalharassment
Verbalorphysicalthreatsdirectedtowardanemployeebyanother

employeeornon-employee
Non-specificthreatsofviolencebyemployee
Specificthreatsofviolencebyemployee
Displayorpossessionofanyweapon
Violentconfrontationbyaspouseofsignificantotherwithanemployee

overapersonal/domesticdispute
Violentaltercationsbetweentwoemployeesoremployeeandsupervisor
Anyotherbehaviorthatcausesotherstofeelunsafe
e.g. bullying, sexualharassment, etc)  
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WHATCANBEDONETOPREVENT
WORKPLACEVIOLENCE? 

Anypreventivemeasuremustbebasedonathoroughunderstandingofriskfactors
associatedwiththevarioustypesofworkplaceviolence. And, eventhoughour
understandingofthefactorswhichleadtoworkplaceviolenceisnotperfect, sufficient
informationisavailablewhich, ifutilizedeffectively, canreducetheriskofworkplace
violence. However, strongmanagementcommitment, andtheday-to-dayinvolvementof
departmentheads, supervisors, employeesandlaborunions, isrequiredtoreducethe
riskofworkplaceviolence.  

FOURTYPESOFWORKPLACEVIOLENCE

Preventionprogramsincludeallformsofviolence. Tohelpsortoutthedifferenttypesof
workplaceviolence, specialistsagreethatworkplaceviolencefallsintofourbroad
categories.  Theyare:  

TYPE1: Violentactsbycriminalswhohavenootherconnectionwiththeworkplacebut
entertocommitrobberyoranothercrime.  

Type1actsofviolenceaccountforthevastmajority—nearly80percent—ofworkplace
homicides. Intheseincidents, themotiveisusuallytheft, andinagreatmanycases, the
criminaliscarryingagunorotherweapon, increasingthelikelihoodthatthevictimwill
bekilledorseriouslywounded. Thistypeofviolencefallsheavilyonparticular
occupationalgroupswhosejobsmakethemvulnerable. Thisincludestaxidrivers (the
jobthatcarriesbyfarthehighestriskofbeingmurdered), late-nightretailorgasstation
clerks, aswellasotherswhoareondutyatnight, whoworkinisolatedlocationsor
dangerousneighborhoods, andwhocarryorhaveaccesstocash.  

Type1preventivestrategiesincludeanemphasisonphysicalsecuritymeasures,  
specialemployerpolicies, andemployeetraining. Becausetheoutsidecriminalhasno
othercontactwiththeworkplace, theinterpersonalaspectsofviolencepreventionthat
applytotheotherthreecategoriesarenormallynotrelevanttoType1incidents.   

TYPE2: Violencedirectedatemployeesbycustomers, clients, patients, students,  
inmates, oranyothersforwhomanorganizationprovidesservices. Ingeneral, the
violentactsoccurasworkersareperformingtheirnormaltasks. Insomeoccupations,  
dealingwithdangerouspeopleisinherentinthejob, asinthecaseofapoliceofficer,  
correctionalofficer, securityguard, ormentalhealthworker. Forotheroccupations,  
violentreactionsbyacustomerorclientareunpredictable, triggeredbyanargument,  
angeratthequalityofserviceordenialofservice, delays, orsomeotherprecipitating
event.  

EmployeesexperiencingthelargestnumberofType2assaultsarethoseinhealthcare
occupations—nursesinparticular, aswellasdoctorsandnursesaideswhodealwith
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psychiatricpatients; membersofemergencymedicalresponseteams; andhospital
employeesworkinginadmissions, emergencyrooms, andacutecareunits.  

TYPE3: Violencecommittedbyapresentorformeremployeeagainstcoworkers,  
supervisors, ormanagers.  

TYPE4: Violencecommittedintheworkplacebysomeonewhodoesn’tworkthere, but
hasapersonalrelationshipwithanemployee—anabusivespouseordomesticpartner.   

Types3and4arenolessormoredangerous, ordamaging, thananyotherviolentact.   
Butwhentheviolencecomesfromanemployeeorsomeoneclosetoanemployee,  
thereisamuchgreaterchancethatsomewarningsignwillhavereachedtheemployer
intheformofobservablebehavior. Thatknowledge, alongwiththeappropriate
preventionprograms, canattheveryleastmitigatethepotentialforviolenceorprevent
italtogether.  

RESPONSIBILITY

TheProgramAdministratorsforworkplacesecurityaretheHRDirectorandDepartment
Heads.  Theyhavethe authorityandresponsibilityforimplementingtheprovisionsof
thisprogramfortheTownofParma

AllDepartmentHeadsandsupervisorsareresponsibleforimplementingand
maintainingthisprogramintheirworkareasandforansweringemployeequestions
abouttheprogram. Acopyofthisprogramisavailablefromyourdepartmenthead.  

It’stheresponsibilityofallemployeestoreportallthreateningbehaviorto
managementimmediately. Thegoalofthispolicyistopromotethesafetyand
well-beingofallpeopleinourworkplace.  Allincidentsaretobereported
withinthefirst24hours.    

Management, supervisors, andallsafetypersonnelareresponsibleforthe
observationofallpersonnelandidentificationofpotentialworkplaceviolence
exposures.  Allmattersreportedand/oridentifiedaretobefullyinvestigated.   
Findingswillbepresentedtomanagementandanactionplandevelopedto
minimizeandeliminatethepotentialthreat.   
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THEROLEOFTHEEMPLOYER

TheTownofParmadoespromoteaworkenvironmentfreefromthreatsandviolence
and, inaddition, canfaceeconomiclossastheresultofviolenceintheformoflostwork
time, damagedemployeemoraleandproductivity, increasedworkers’ compensation
payments, medicalexpenses, andpossiblelawsuitsandliabilitycosts

TheTownofParmawilladoptaworkplaceviolencepolicyandpreventionprogram. The
Townwillberesponsibleforcommunicatingthepolicyandprogramtotheemployees
aswellas:      

Supporting, notpunish, victimsofworkplaceordomesticviolence.  
Adoptingandpracticingfairandconsistentdisciplinaryprocedures.  
Fosteringaclimateoftrustandrespectamongworkersandbetweenemployees
andmanagement.  
Whennecessary, seekingadviceandassistancefromoutsideresources,  
includingthreat-assessmentpsychologists, psychiatristsandotherprofessionals,  
socialserviceagencies, andlawenforcement.  
Providingregulartraininginpreventivemeasuresforallnew/currentemployees,  
supervisorsandmanagers.  

THEROLEOFTHEEMPLOYEES

Employeeshavetherighttoexpectaworkenvironmentthatpromotessafetyfrom
violence, threats, andharassment. Theycanactivelycontributetopreventivepractices
bydoingthefollowing:  

Acceptandadheretoanemployer’spreventivepoliciesandpractices.  
Becomeawareofandreportviolentorthreateningbehaviorbycoworkersor
otherwarningsigns.  
Followproceduresestablishedbytheworkplaceviolencepreventionprogram,  
includingthoseforreportingincidents.  
GotoHRDirectororDepartmentHeadifuncomfortable.  

Communication

TownofParmarecognizes thattomaintainasafe, healthyandsecureworkplacewe
musthaveopen, two-waycommunicationbetweenallemployees, includingsupervisors
anddepartmentheads, onallworkplacesafety, healthandsecurityissuesTownof
Parmahasacommunicationsystemdesignedtoencourageacontinuousflowofsafety,  
healthandsecurityinformationbetweenmanagementandouremployeeswithoutfear
ofreprisalandinaformthatisreadilyunderstandable.    
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RecordKeepingandReview

Inreviewingrecords, caremustbetakentoensureappropriateconfidentialityofmedical
andpersonnelrecords.  

Periodicupdatesandreviewsofthefollowingworkplaceviolencereportsandrecords
willbemade.  

DepartmentofSafetyandHealth (POSH) 900logs
Workplaceviolenceincidentreports
WorkplaceSurvey
AccidentInvestigations
TrainingRecords
Grievances

Theemployer, withtheAuthorizedEmployeeRepresentative, shallevaluatethe
effectivenessoftheWVPP, annuallyorafterseriousincidents.  Theemployershould
attempttodescribewithintheirWPPthetriggeringeventthatwillinitiateareview. The
reviewshouldfocusontheincidenttrendsandtheeffectivenessofthecontrol
measures.  Thereviewshouldalsoassesswhetherthereportingandrecordkeeping
systemshavebeeneffectiveincollectingallrelevantinformation.  

TrainingandInstruction

Allemployees, includingDepartmentHeadsandsupervisors, shallhavetrainingand
instructionongeneralandjob-specificworkplacesafetyandsecuritypractices. Training
andinstructionshallbeprovidedwhenWorkplaceViolencePreventionProgramisfirst
establishedandannuallythereafter. Trainingshallbeprovidedpromptlyafterhiringall
newemployeesandtootheremployeesforwhomtraininghasnotbeenpreviously
provided. Itshallalsobeprovidedtoallemployees, supervisorsandDepartmentHeads
givennewjobassignmentsforwhichspecificworkplacesecuritytrainingforthejob
assignmentshasnotpreviouslybeenprovided. Additionaltrainingandinstructionwillbe
providedtoallpersonnelwhenevermanagementismadeawareofneworpreviously
unrecognizedsecurityhazards.   

Generalworkplaceviolenceandsecuritytrainingandinstructioninclude, butarenot
limitedto, thefollowing:  

ExplanationoftheWorkplaceViolencePreventionProgramincluding
measuresforreportinganyviolentactsorthreatsofviolence.  
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Recognitionofworkplacesecurityhazardsincludingtheriskfactors
associatedwiththefourtypesofviolence.  

Methodstodefusehostileorthreateningsituations.  

Measurestosummonothersforassistance.  

Employeeroutesofescape.  

Notificationoflawenforcementauthoritieswhenacriminalactmayhave
occurred.  

Emergencymedicalcareprovidedintheeventofanyviolentactuponan
employeewillincludeFirstAid, CPRand/orcalling911.  

Post-eventtraumacounselingforthoseemployeesdesiringsuchassistance.  

Crimeawareness

Locationandoperationofalarmsystems, panicbuttonsandotherprotective
devices.  

Communicationprocedures.  

SelfProtection

Dealingwithangry, hostileorthreateningindividuals.  

Usingthe “Buddy” systemorotherassistancefromco-workers.  

Awarenessofindicatorsthatleadtoviolentactsbyservicerecipients.  

Managingwithrespectandconsiderationforemployeewell-being.  
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ReportingandIncidentInvestigation
Proceduresforreportingincidentsandinvestigationofincidentsforworkplaceviolence

threatsandphysicalinjury – include:  

Employeesareresponsiblefor:  

Reporting theirconcernstotheirimmediateSupervisor.  
Employeesareencouragedtofilloutanincidentreportwhichcanbeobtained
frommanagement.  
Employeeisrequiredtorequestassistanceifnecessary.  

Employersareresponsiblefor

Reviewingandinvestigatingtheincidentandreportfindings.  
Reviewingall previousincidents.  
Visitingthesceneofanincidentassoonaspossible.  
Interviewingthreatenedorinjuredemployeesandwitnesses.  
Examiningtheworkplaceforsecurityriskfactorsassociatedwiththeincident,  
includinganypreviousreportsofinappropriatebehaviorbytheoffender.  
Determiningthecauseoftheincident.  
Takingcorrectiveactiontopreventtheincidentfromrecurring.  
Recordingthefindingsandcorrectiveactionstaken.  
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Appendix1

WorkplaceViolenceIncidentReportForm

EMPLOYEEREPORTING
Name

Department

INCIDENT
NameofAssaulter/Threatener CategoryofAssaulter/Threatener

Employee    ____Customer
Vendor  ____ Other-Pleaseexplain:  

DateofAssault/Threat Time LocationofAssault/Threat

Assault/Threatwas:  ___PersonalConfrontation   ___ Written
TelephoneConversation ___ Electronic ___ PhysicalwithInjury
PhysicalwithoutInjury ___ Other – Pleaseexplain:  

Weretherewitnesses?  ___yes     ___no IfYes, howmany? ______  
Provideinformationbelowandattachwitnessstatements.  

WITNESSES Ifadditionalwitnesses, provideinformationonattachedsheetofpaper)  
Witness1 – Name Telephone

Work ____________   Home _____________  
Address (street, city, state, zip) CategoryofWitness

Employee  ___Customer ___Vendor
Other – PleaseExplain

Witness2 – Name Telephone
Work ____________   Home _____________  

Address (street, city, state, zip) CategoryofWitness
Employee  ___Customer ___Vendor
Other – PleaseExplain

Witness3 – Name Telephone
Work ____________   Home _____________  

Address (street, city, state, zip) CategoryofWitness
Employee  ___Customer ___Vendor
Other – PleaseExplain



IFASSAULTEDIFTHREATENEDanswernext6questions.  , gotonextsection
1. Whatstartedtheassault?  

2. Whatdidtheassaultersaywhenyouwereassaulted?  

3. Whatwasusedtohit/strike/injureyou?  

4. Whatinjuriesdidyousustain?  Wasmedicaltreatmentnecessary?  

5. Howdidtheassaultend?  

6. Howdidyouleavetheassaultsite?  

IFTHREATENED answernext3questions
1. Ascloselyaspossible, whatwerethewordsused?  

2. Was “threatener” inapositiontocarryoutthethreatimmediately?  

3. Howseriousdoyoubelievethethreatwasandwhy?  

EMPLOYEERELATEDACTIONS Employeemustcompletenexttwoquestionswhethera
threatorassault)   
1. Whatactionsweretakenbytheemployee? (e.g. filedworkers’ compensation, obtained

medicaltreatment, usedsickleave/vacation, etc.)  

2. WhatspecificactionsfromEmployerdoesemployeerequestrelatedtoassault/threat?  If
none, soindicate.  



LAWENFORCEMENTINFORMATION
LawEnforcementAgencyContacted – DateContacted TelephoneNumber
NameofPerson/Officer

Wasawrittenreportcompleted? ___yes  ___ no (AttachcopyofPolicereportwhenpossible)  

Whatactionwaspromised?  

MANAGERACTIONS
DirectionsgiventoEmployee (i.e. gohome, gotohospital, etc.)  

DepartmentHeadRecommendation:  
Prosecution ___ RestrainingOrder
LettertoThreatener   ___ Other, pleasespecify _____________________________  

NOTIFICATIONDATES
ReceivedbyDepartmentHead EmployeenotifiedofChosenAction

ReceivedbyPersonnelDirector

RECOMMENDATIONS
Whatcanbedonetopreventfutureincidents?  



Appendix2

PersonalConducttoMinimizeViolence
Followthesesuggestionsinyourdailyinteractionswithpeopletode-escalatepotentiallyviolentsituations.  Ifatanytimeaperson’s

behaviorstartstoescalatebeyondyourcomfortzone, disengage.  

Do DoNot
Projectcalmness, moveandspeakslowly,  Usestylesofcommunicationwhichgenerate
quietlyandconfidentially. hostilitysuchasapathy, brushoff, coldness,  

condescension, robotism, goingstrictlybythe
rulesorgivingtherun-around

Beanempatheticlistener: Encouragethe Rejectallofaclient’sdemandsfromthestart.  
persontotalkandlistenpatiently.   

Focusyourattentionontheotherpersontolet Poseinchallengingstancessuchasstanding
themknowyouareinterestedinwhatthey directlyoppositesomeone, handsonhipsor
havetosay. crossingyourarms.  Avoidanyphysical

contact, fingerpointingorlongperiodsoffixed
eyecontact.  

Maintainarelaxedyetattentivepostureand Makesuddenmovementswhichcanbeseen
positionyourselfatarightangleratherthan asthreatening.  Noticethetone, volumeand
directlyinfrontoftheotherperson. rateofyourspeech.  

Acknowledgetheperson’sfeelings.  Indicate Challenge, threaten, ordaretheindividual.   
thatyoucanseehe/sheisupset. Neverbelittlethepersonormakehim/herfeel

foolish.  

Askforsmall, specificfavorssuchasasking Criticizeoractimpatientlytowardtheagitated
thepersontomovetoaquieterarea. individual.  

Establishgroundrulesifunreasonable Attempttobargainwithathreatening
behaviorpersists.  Calmlydescribethe individual.  
consequencesofanyviolentbehavior.   

Usedelayingtacticswhichwillgivetheperson Trytomakethesituationseemlessserious
timetocalmdown.  Forexample, offeradrink thatitis.  
ofwater (inadisposablecup).   

Bereassuringandpointoutchoices.  Breakbig Makefalsestatementsorpromisesyoucannot
problemsintosmaller, moremanageable keep.  
problems.   

Acceptcriticisminapositiveway.  Whena Trytoimpartalotoftechnical, orcomplicated
complaintmightbetrue, usestatementslike informationwhenemotionsarehigh.  
Youareprobablyright” or “Itwasmyfault.”  If

thecriticismseemsunwarranted, askclarifying
questions.   

Askforhis/herrecommendation.  Repeatback Takesidesoragreewithdistortions.  
tohim/herwhatyoufeelhe/sheisrequestingof
you.   

Arrangeyourselfsothatavisitorcannotblock Invadetheindividual’spersonalspace.  Make
youraccesstoanexit. surethereisaspaceofthreefeettosixfeet

betweenyouandtheperson.  
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FiveWarningSignsofEscalationBehavior

WarningSigns PossibleResponses
Confusion

Behaviorcharacterizedbybewildermentor Listentotheirconcerns.  
distraction.  Unsureoruncertainofthenextcourse Askclarifyingquestions.  
ofaction.  Givethemfactualinformation.  

Frustration

Behaviorcharacterizedbyreactionorresistanceto Seestepsabove.  
information.  Impatience.  Feelingasenseofdefeat Relocatetoquietlocationorsetting.  
intheattemptofaccomplishment.  Maytrytobait Reassurethem.  
you.  Makeasincereattempttoclarifyconcerns.  

Blame

Placingresponsibleforproblemsoneveryoneelse.   Seestepsabove.  
Accusingorholdingyouresponsible.  Findingfault Disengageandbringsecondpartyintothe
orerrorwithactionofothers.  Theymayplace discussion.  

Crossingovertoblamedirectlyonyou.   Useteamworkapproach.  
potentiallyhazardousbehavior. Drawclientbacktofacts.  

Useprobingquestions.  
Create “Yes” momentum.  

Anger-Judgmentcallrequired

Characterizedbyavisiblechangeinbodyposture Utilizeventingtechniques.  
anddisposition.  Actionsincludepoundingfists,  Don’toffersolutions.  

Thispointingfingers, shoutingorscreaming.   Don’targuewithcommentsmade.  
signalsveryriskybehavior. Preparetoevacuateorisolate.  

Contactsupervisorand/orsecurityoffice.  

Hostility – Judgmentcallrequired

Physicalactionsorthreatswhichappearimminent.   Disengageandevacuate.  
Actsofphysicalharmorpropertydamage.  Out-of- Attempttoisolatepersonifitcanbedone
controlbehaviorsignalstheyhavecrossedoverthe safely.  
line.  Alertsupervisorandcontactsecurityoffice

immediately.  



GuidelinesforPublicComment

Townsareauthorizedtoenactrulesandregulationsregardingtheconductofpublic
meetingsandpublichearings.  TownLaw, §130.  

Thepublicshallbeallowedtospeakonlyduringapublichearingorduringthepublic
commentperiodofthemeetingoratsuchothertimesasamajorityoftheBoardshall
allow.   CommentsmustrelatetothebusinessoftheParmaBoardorthespecificPublic
HearingbeingheldtoprovideinformationtotheBoardorexpresstheirconcerns.  The
PublicCommentperiodisnot intendedtobeaquestionandanswerperiod. When
practicaltheBoardwilltrytoanswershortdirectquestions.  

Citizensthathaveaquestionorconcernthatwillrequiresomeresearchare
encouragedtoprovidethatinformationtoaBoardmemberpriortothemeeting.   
ThisshouldallowtheBoardtohavearesponseorpossiblyresolvethematter
beforehand.  

TheChairshallrecognizethepersonwishingtospeak. Commentsshallbelimitedtothree
minutesperperson. Eachparticipantshallbepermittedtospeakonlyonceduringeach
TownBoardmeeting. CommentsshallbedirectedonlytotheChairpersonandBoard
members. Commentsshallberespectfulandingoodorder. TheChairpersonorBoard
membermayreplyonlyafterthespeakerhasfinishedtalking.  

Speakersmustgivetheirname, addressandorganization, ifanyandstatethetopicthey
wishtoaddress.  

Boardmembersmay, withthepermissionoftheChairperson, interruptaspeakerduring
theirremarks, butonlyforthepurposeofclarificationorinformation.  

Speakersshallobservethecommonlyacceptedrulesofcourtesy, decorum, dignityand
goodtaste.  Membersofthepublicshallrefrainfromdebateandargumentamong
themselvesduringtheBoardmeetingandshalladdressallremarkstotheBoard.  

Preparedstatementsandaccompanyingdocumentsandattachmentsshallnotbe
readaloudbutshallbesubmittedtotheChairpersonforreviewbytheBoardinthe
futureandmaybeincludedintheBoardminutes.  

WhenagroupofpersonswishestoaddresstheBoardonthesamesubjectmatter, itshall
beproperforthepresidingofficertorequestthataspokespersonbechosenbythe
grouptoaddresstheBoardandtolimitthenumberofpersonsaddressingtheBoardon
thesamemattersoastoavoidunnecessaryrepetition.  

InterestedpartiesortheirrepresentativesmayaddresstheBoardbywritten
communications. WrittencommunicationsshallbedeliveredtotheTownClerkor
designee.   Sufficienttimeshouldbeallowedtodistributethesecommunicationstothe
Boardmemberssotheyareawareofthempriortothenextmeeting.  

Anypersonmakingoffensive, insulting, threatening, insolent, slanderousorobscene
remarksorwhobecomesboisterousorwhomakesthreatsagainstanypersonoragainst
publicorderandsecuritywhileintheBoardRoomshallberemovedatthedirectionof
thepresidingofficerfromfurtheraudienceatthemeeting, unlesspermissiontocontinue
isgrantedbythemajorityvoteoftheBoardmemberspresent.  



AdisruptivespeakerafterafinalwarningbytheChairwillberemovedfromthe
meetingbyapeaceoffice.  Theauthorityissection240.20ofthePenallaw
relatedtodisorderlyconduct.  

Banners, flyers, orothersignsarenotpermittedinthemeetingroom.  Thedistributionof
flyersisnotpermittedinthemeetingroom.  

TheOpenMeetingsLawgivesthepublictherighttoattendmeetingsandtolistento
deliberations. However, thepublicmaynotparticipateinthemeetingexceptuponthe
invitationoftheChairpersonand, inthecaseofpublichearings, asrequiredbylaw.  

Atanytime, theChairpersonmayentertainorenteramotiontoadjourn, whichshallbe
carrieduponmajorityvote. Atanytime, theBoardmayvotetoexhausttheagenda
beforepossiblyinvitingfurtherpubliccomment.  

TherewillbeasignupsheetforthosewishingtoaddresstheBoard duringapublic
hearingorameetingwheretheattendanceishigh.  TheChairpersonwillcalluponthe
peoplethatsignedupintheorderthattheyappear.  


