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Domestic Violence in the Workplace
Seminar Business Plan

Overview

This document provides a guideline for the development and delivery of a
Domestic Violence in the Workplace open-enrollment seminar to be provided to
the business community.

Mission

To increase awareness and prepare employers and business professionals with the
tools and resources to recognize, respond, and address the issues of domestic
violence in the workplace.

Audience
e Human Resources Professionals e Employee Assistance Programs
¢ Business Owners e Health Care Professionals
e Safety Professionals e Security Professionals
Outcome

1. Participants will gain a basic understanding of domestic violence and its
relation to employment.

2. Participants will gain increased awareness of the severity of the threat and
how it impacts workplace safety and a company’s bottom line.

3. Participants will learn how to identify potential victim employees, approach
them appropriately and offer effective support.

4. Participants will learn of community resources available for support.

5. Participants will be able to identify security planning steps and security
implementation measures.

6. Participants will understand the impact and response to the abuser employees
on workplace issues.

7. Participants will learn how they can become involved to end domestic
violence in their community.
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Broad overview of Steps
Items marked with an asterisk (*) can be found in the CD.
A more detailed list of tasks can be found in the Seminar Task Spreadsheet*.

Step 1. Establish The Team

Section 1.01 Potential Partners:*

Domestic Violence Victim Service Agency

Chamber of Commerce

Soroptomists International Chapters, or other local service organizations
Safety Council

Society of Human Resource Managers (SHRM) chapter*

Local Law Enforcement agency

[ [ o [ R |

This is the group of stakeholders who will produce the event. While one agency may
provide impetus for the event, bringing in other partners will help broaden the
audience and make the program more successful.

This taskforce should be made up from a variety of agencies, disciplines and
professions. There should be a fair representation of business and advocacy
organizations.

This group should meet regularly, following a formatted agenda and keeping minutes.
While dependent on the size and scope of the event, the group should begin the
process as least 5 months prior to the projected seminar date.
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Step 2. Determine Logistics

Establish location, date and length of program

Identify and acquire A/V needs

Develop budget and appoint fiscal agency

Develop timeline from initial planning meeting to post-event follow up
Establish all printing and mailing needs (for handouts and marketing)
Determine and print handout materials*
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Establish registration process (sheet available™®)

The first step of the group is to determine where, when and how long the event will
be held. The size of the event will determine the budget, amount of printing and
overall timeline of the program development period.

Full day programs obviously provide more material and more in-depth activities but
72 day programs may be more attractive to busy professionals. For /2 day programs,
morning programs tend to be better attended.

This business plan can be used for both the 2 and full day programs, edited to fit
needs.

A key reason for the registration process is to capture the contact information of
individual participants for future contact. This is for follow up evaluation (see Follow
Up Procedure*) and to encourage organizational development (policy and program)
for the participant’s agency or company.

The Registration Form* can also be used for mail merge of communication pieces.

Fund-raising should start with an estimate of cost. Corporate sponsorship and
registration fees can cover many expenses but in-kind support can negate most costs.
One of the largest expenses is the location of the seminar; colleges, hospitals and
community centers often offer space for free. In determining a registration fee (if
any), consult with representative of the target audience to see what is feasible and
appropriate.

Many of the other logistic tasks are identified in the Seminar Tasks Worksheet.*
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Step 3. Develop the Curriculum

0 Determine agenda outline

o Update program with local laws and programs
o Identify speakers (if desired):

Victim Services community educator
Attorney on employment law

Human Resource professional

Business Leader
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Survivor speaker

0 Determine if a company/person will be given an award
0 Determine activities™

0 Select any audio visual material (if desired)

The entire presentation (agenda, slides, activities, etc) should be adapted, re-arranged
and edited to fit particular needs. This Kit provides the components to help you
design your own program. Using all of the components and slides would be difficult
to accomplish in one day.

The type of program, the audience and the length of the event will determine the
agenda. A diversity of speakers will help the seminar be more interactive and
engaging but the presenters have to be well coordinated.

The presentation slides need to be adapted to reflect local laws and programs. Please
visit legalmomentum.org (look up EHRSA-Employment and Housing Rights for
Survivor’s of Abuse) for reference to employment laws in your state.

The template for the PowerPoint Slideshow is blank (white background). You may
change it to your preference or add an agency logo. The notes section of the
presentation slides are not meant to be read verbatim but to provide information and
background for the speaker. Review and use them as an informational resource for
the presentation. There are suggested questions in the notes section to encourage
participant dialogue.

Different speakers can be identified and scheduled to diversify the program. They can
be assigned a section of the slides or may provide their own material. If the audience
will be made up largely of a particular professional type (e.g. human resource
managers or safety and health personnel), find a speaker from that field to help gain
credibility.
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For survivor speakers, it is more effective to highlight a situation where an employee
was supported and it resulted in a positive impact (greater loyalty and productivity),
than a negative story (how an employer fired a victim).

A highlight of the program is to find a company or individual to recognize for their
support and contribution to an individual situation or to the movement. Providing an
award to them at the luncheon or end of the program is showcase the benefits of
being proactive in addressing this issue.

Activities can be chosen depending on presenter preference, audience make-up and
arrangement of room.

Audiovisual materials such as videos can enhance a presentation. Domestic
Violence: The Workplace Responds is an excellent resource (available from the
Family Violence Prevention Fund- www.endabuse.org)

For additional resources to enhance, develop, and expand your awareness and
education presentations and training, please review the Training Resources sheet™.

Even for a full day program, using all of the presentation slides may take too long.
Presenters will have to be flexible in shorting/skipping slides if the audience engages
in discussion and dialogue (which is good!).
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Step 4. Marketing

Personal Request

o Every team member should call 5 associates a week to personally invite them to
the event.

o The board members of every participating agency should bring at least 3
associates to attend.

Outreach to Professional associations will include

0 Personal invitation to their officers and staff.

0 Request to have invitation broadcast out to their membership- email blast.
0 Announcement in their membership newsletter.

0 Announcement at their regular meetings.

Professional associations and membership organizations*

o Chambers of Commerce

Soroptimist International Club

Rotary Clubs

Society of Human Resources Managers chapters
Tar-Heel Chapter Occupational Health Nurses
Safety Councils
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Security associations
0 Health Care Industry Security Association
o ASIS

Mailings (email and snail mail)
o Save the Date Card
o Informational Brochure

To whom:
0 Business associates of taskforce agencies
0 Business member lists

Advertisement and Marketing (Can coordinate with a media relations professional)
o PSA’s
o Interviews

Where
o Newspaper article: Local newspapers and business journals.

o Local television news stations.
o Local radio stations.
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Marketing Notes:

The most effective means of increasing participation is through direct request of personal
contacts. It is the calling of an associate and convincing them of the importance of
referring their colleagues, sending staff and most importantly, personally attending.

Mailings
Knowledge of mail merge functions for bulk communication would make delivery of
materials and announcements much easier.

For large mailings, bulk rate postage options may be considered to reduce costs.
Professional business association membership lists can be obtained by finding taskforce

members (or their colleagues) who are already members of the professional association.

Media Relations
For interviews on the radio or with local publications, they will often want to talk to a
survivor to give a personal, “real” perspective to the story.

As domestic violence advocates would never exploit a victim to “display” their
victimization, it is crucial for any survivor speaker or interviewee to be completely
confident in their choice to share their story. However, there are many survivors who
want to talk about their experience.

A key place to be publicized is in the business section of the local paper or through the
business journal(s) of your community. Ask to speak to the editor, present the impact
statistics and convince them of the importance of this issue. Having their support will
vastly increase your attendance and credibility.
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Step 5. Evaluation and Follow up
o Provide the Presentation Evaluation form.*

a Follow up Procedure* with participants
g  On-site visit to provide additional support and program development
g  Online Survey to determine impact

Obtain attendee information by requesting the attendee list from the hosting association.
This, however, is often not provided. You can pass out a sign up sheet or collect business
cards through a raffle-prize activity.

After the program, participants can be contacted to encourage them to develop their
organization’s program and policy. The Participant Handout® is a resource for this
(policy, organization action steps, etc.). However, the sheet- Follow up Procedures®
identifies additional resources.

To improve and determine the impact of the program, evaluation is necessary. Peace at
Work can assist in the “crunching of the numbers” and provide a report to the presenting
agency for both the Presentation Evaluation Form* and the follow-up impact assessment.

Available on-line:

« The paper Presentation Evaluation Form (collected at the end of the
presentation) can be tallied through an online form.

« The impact assessment is an on-line survey provided to the attendee 2 weeks
after the presentation.

Contact www.peaceatwork.org for the on-line surveys and support.

A full report of both assessments can be provided to the presenting agency. All data will
remain confidential. Peace at Work’s own evaluation of the Train-the-Trainer program
will generate broad reports of multiple participating agencies but will contain no
identifying information.

Please help Peace At Work make this program better and obtain support through
examination of the solid evidence of impact.
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