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VIOLENCE AT WORK





GUIDANCE FOR MANAGERS








1.	INTRODUCTION





1.1	The Council has a statutory responsibility, under the Health and Safety at Work Act, to make the working environment as safe as possible.





1.2	These guidelines help you  provide a framework for dealing with violence at work to your 	staff but Departments should discuss and develop their own detailed approaches.





2.	DEFINITION OF VIOLENCE





2.1	"Violence is behavior which produces damaging or hurtful effects, physically or emotionally, on people".





	This definition specifically includes:





verbal abuse;


verbal threat;


intimidating behavior;


damage to property;


physical violence.





	but don’t forget it also includes acts against an employee's family or property, and incidents which result from employment but occur outside of work.





�
3.	MANAGERS RESPONSIBILITIES





	* 	identifying the potential for violence to staff 


	* 	ensuring appropriate actions are detailed in their risk assessments to ensure the safety of the working environment


	* 	reporting any deficiencies to the Departmental Safety 			Committee


	* 	ensuring that staff do not become accustomed to abuse or threats


	* 	alerting senior managers to severe staff shortages, training needs, or inadequate office accommodation.





3.1	Take all threats (direct and implied ) seriously.





3.2	Use team meetings to discuss potential risks & procedures.





3.3	Don’t underestimate the impact and effect of violence - it is not just part of the job.





4.	MINIMISING THE RISK OF VIOLENCE





4.1	Emphasis should be placed on precautions.





4.2	Ensure employees are particularly cautious if any of the following apply:





	*	a known history of violent behavior;


	* 	violence has been threatened;


	* 	irrational behavior;


	* 	abuse of drugs/alcohol/solvents.


	* 	frustration or fear.


	*	when "bad news" is being given;


	* 	home visits.





4.3	Ensure staff are aware of the following points:-





	DO 	*	ad all available information about potential clients


		* 	act quickly & efficiently to reduce tensions


		*	arrange for colleagues to accompany each other 


		* 	ensure your staff keep you informed about venues, 			dates, times.


�
		*	be sensitive to employees who are pregnant or have 			a disability


		     *	ensure you have safe money handling procedures for 				staff.


	DON’T   * 	rely on prior knowledge or long term relationship to protect you


		*	see clients on your own if you are worried about your safety


		* 	transport clients in your own car if you are worried


		* 	give out your home telephone number


		* 	give out your home address





5.	TRAINING





5.1	All employees training needs must be considered as apart of the risk assessment process.





5.2	Training is available both to assist employees in recognising the signs of escalating tension and imminent violence and to avoid direct confrontation where possible.





6.	ACTION IMMEDIATELY FOLLOWING AN INCIDENT





6.1	* 	RECORD - the incident as soon as possible 


	* 	SUPPORT - all staff affected 


	* 	DISCUSS - the incident in detail as soon as possible after the event. 


	* 	RECOVERY - ensure the victim is sufficiently recovered to 	carry out their duties safely.





7.	REPORTING INCIDENTS





7.1	Every employee has a duty to inform management about incidents in accordance with their statutory duties under the Health & Safety at Work Act.





7.2	Managers should be informed if staff felt frightened or threatened by the incident, or if you consider that there are any wider issues which concern the safety of employees.





�
7.3	Report all assaults and serious threats to the police, who may wish to interview the victim and other witnesses. If the appropriate authorities are not prepared to press charges, victims can themselves pursue the matter through the courts





8.	RECORDING INCIDENTS





	All incidents must be recorded on the form "Violence/Aggression/ Employee Safety" and copies sent to:





	* 	the Central Safety Unit;


	* 	the Departmental Health & Safety Coordinator;


	


8.1	A detailed statement should be completed by any witnesses to the incident as soon as possible. These may be needed for any future Court hearing or for applications to the Criminal Injuries Compensation Board.





8.2	The Departmental Health & Safety Committee should monitor all incidents within each Department can should make further suggestions concerning changes in policy.





9.	FOLLOW UP ACTION





9.1	NOTIFY  all employees of follow up action following their notification of an incident to ensure that completing a form is not merely a statistical exercise.





9.2	CONTACT  victims to:





	*  show concern for the individual employee;


	*  show that the issue is taken seriously


	*  monitor their progress back to normal working;


	*  identify information which may be relevant in future;


	*  keep the victim informed about any improvements carried out as a 


              result





9.3	DECIDE how the client should be dealt with in future - clearly record this and ensure it becomes part of the client’s or the properties local record.





�
9.4	CONSIDER  in extreme cases withdrawing services from the client for either a limited or indefinite period. Don’t forget the Council’s statutory responsibilities towards some clients or other members of the family.





9.5	WRITING  to violent persons warning of possible actions should be considered.  





9.6	INFORM and instruct other employees about contacting the perpetrator of the incident.





9.7	MARK the outside of files or records. When a file is marked, it is saying, "another employee felt frightened or intimidated by the client" and not "this client is violent".





10.	SUPPORT





10.1	REMEMBER victims may deny that they need counseling, or other assistance.





10.2	REMIND the victim & colleagues that they can be referred to the staff welfare officer for specialist counseling even if they were not directly involved in the incident.





10.3	ENCOURAGE victims of physical violence to seek medical attention even if there are no obvious serious injuries.





10.4	SPECIAL LEAVE - you can allow up to 5 working days' special leave to victims. Should more than 5 days' leave be necessary a medical certificate would be required.  Any absence from work will not count towards the ordinary sickness allowance, but will be treated as an industrial injury.





10.5	MAINTAIN CONTACT with employees who are on leave from work, and, shortly before 	their scheduled return, discuss any relevant issues, such as a managed return to work, with the employee, visiting at home if required.





10.6	REMEMBER the Council's Medical Officer will be asked to assist in obtaining reports if the GP is reluctant. Any fees incurred will be paid by the Council.





�
10.7	PAID LEAVE should be granted to employees for Court attendance as victim or witness.





10.8	ACTION will be taken by the Council against members of the public who are responsible for violent or abusive behavior towards employees. In appropriate cases the Legal Services Division should be approached to seek injunctions. Don’t forget the Council has a duty of care towards its employees.





11.	MARKING FILES





11.1	The marking of clients' files should be reviewed on a regular basis. Departmental Health & Safety Co-ordinators should be involved in review decisions to give some consistency across each Department. Don’t forget the requirements of the Data Protection Act.





12.	SHARING INFORMATION WITH OTHER DEPARTMENTS AND OUTSIDE AGENCIES





12.1	A balance must be struck between confidentiality and employees' safety. You must decide when information concerning violent persons should be passed to other parties.





13.	OTHER MATTERS FOLLOWING AN INCIDENT





13.1	The Council's insurance cover provides compensation in the event of permanent injury, e.g. loss of sight/limb and covers damage to clothing and personal effects caused by an assault. It does not cover damage to employees' vehicles or homes. The Council has an ex-gratia scheme to consider any uninsured loss incurred by employees.
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