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INCLUDEPICTURE "http://10.107.1.50/departments/TechnicalServices/Data/TechnicalServices/PICTURES/CDR/LOGOMET.WMF" \* MERGEFORMAT \d 
	Department:  Children & Young People’s 
	MODEL RISK ASSESSMENT

RECORDING FORM
	M34


	Guidance on completing this form is available in the Health & Safety Management Arrangements for Risk Assessment


	Location or   Violence in the workplace
address                     
	Date assessment

undertaken  
	Assessment undertaken 

by                   

	Activity or 

situation    
	Review

date            
	Signature


	1) Hazard  (See appendix 2 - H&S Management Arrangements for Risk Assessment)
	2) Who can be harmed and how?  (See appendix 2 -H&S Management Arrangements for Risk Assessment)
	3) What controls exist to reduce the risk?  

Have you followed the hierarchy of controls (eliminate, substitute etc)

(See appendix 3 in H&S Management Arrangements for Risk Assessment)
	Risk Score 

Consequence

X Likelihood
	4) Any further action;

This should be included in the action plan on overleaf

	Visitors/parents

How:

Violence to staff

Violence to one another

Known problematic individuals
Cash Handling
How:

Violence – security/location of cash handler/money.

Banking of cash

Pupils
How:

Violence to staff

Violence to one another

Contractors
How:

Poor communication and arrangements for segregating work areas from pupils etc.

Access by intruders
How:

Violence caused by intruders

Responding to security alarm activation or emergency call
How:

Attending site/premises unaccompanied by professional assistance (police/security contractor) with the possibility of intruders being present

Dealing with conflict on the telephone
How:

Stress and fear caused by violent/abusive callers

Visits to other premises by staff
How:

Violence by parents or pupils in their own home


	
	Controlled entry system.

Clear visitor instruction and directions to report to the office.

Means of summoning assistance available.

Reception area is laid out to reduce risks.

Visitors book and badges provided and used.

Monitor waiting area by CCTV or staff.

Push bar exit to doors.

Controlled push button exit.

Caretaker/Premises Manager presence at the end of the day.

Allocation of access doors at different
times of the day.

Visitors are always accompanied.

When meeting new people the potential for violence is considered prior to the meeting and additional precautions put in place where concerned.

A suitable area is assessed for meetings to be carried out.

The room is laid out to reduce risks.

Means of summoning assistance is available.

Interviews are not carried out when other employees are not available to respond to an alarm call.

Consideration is given to having the meeting with other employees/security support/police.

Awareness of known problematic individuals communicated to staff.

Adequate supervision provided.

Risk assessment carried out of individual where necessary.

For known violent persons two employees or a trained security presence available.

People who threaten are reported to the police.

For consistently violent individuals consideration is given to exclusion from the premises.

Staff are aware of the Council’s policy, procedures and approach to managing violence at work.

The Line Manager reviews the risk assessment and any systems of work

following an incident and takes action as appropriate.  

Training, instruction and information provided.

Discreet location of cashing up.

Money always kept in a secure safe and access strictly controlled.

Handling large amounts of cash is avoided and alternatives used wherever possible.

Dedicated cash handling areas provided (in a well populated location).

Access control available on door to cash handling area.

Access restricted for all non-essential staff.

No access permitted for pupils, visitors or parents.

Security of windows provided.

Good external lighting near cash handling area provided.

CCTV systems in place (internal and external).

Times for banking cash varied.

Increased frequency of deposits to minimise amounts held.

Banking of cash carried out by two persons together.

Personal attack alarms provided.

Security company used to collect cash to avoid the need for staff to transport cash.

Additional security presence provided.

Adequate supervision provided.

Staff are aware of the Council’s policy, procedures and approach to managing violence at work.

The Line Manager reviews the risk assessment and any systems of work following an incident and takes action as appropriate.

Instruction, information and training provided.

Awareness of known problematic individuals communicated to staff.

Adequate supervision provided.

Risk assessment carried out of individual pupil where necessary.

For known violent persons two employees or a trained security presence available.

Staff are aware of the Council’s policy, procedures and approach to managing violence at work.  

The Headteacher reviews the risk assessment and any systems of work following an incident and takes action as appropriate.

Training, instruction and information provided.

Council’s violence Policy, Guidance and Procedures or they provide a copy of their own policy that demonstrates their commitment to managing or preventing the risks to their employees from violence at work.

Responsibility for contractors is delegated to a member of staff whilst on the premises.

The Headteacher reviews the risk assessment and any systems of work following an incident and take action as appropriate.

Training, instruction and information provided.

Adequate fencing to the school provided to ensure security.

School locked up securely when unoccupied.

CCTV system in operation.

Controlled entry systems available.

Main gates electric powered with intercom system linked with reception for access.

All security measures well maintained and checked regularly for any damage and prompt remedial action taken if necessary.

Suitable landscaping provided.

Good external lighting provided.

Lone working by staff avoided wherever possible.

Panic alarms linked to trained back-up/ support/security/police.

Staff are aware of the Council’s policy, procedures and approach to managing violence at work.

The Headteacher reviews the risk assessment and any systems of work following an incident and takes action as appropriate.

Training, instruction and information provided.

Security company notified of alarm activation – company to respond to alarm activation.

Site manager or premises staff informed.

Enter the site/premises with police support or other suitably trained person e.g. security contractor.

Staff never attend site unaccompanied.

Strict instructions to put personal safety first.

Mobile phones available.

Alarms serviced regularly to prevent false alarms.

Members of staff must not enter the site or any building in the event of the alarm being triggered by the police or other suitable person.

Staff are aware of the Council’s policy, procedures and approach to managing violence at work.

The Headteacher reviews the risk assessment and any systems of work following an incident and takes action as appropriate.

Training, instruction and information provided.

Staff are aware of the Council’s policy, procedures and approach to managing violence at work.

The Headteacher reviews the risk assessment and any systems of work following an incident and takes action as appropriate.

Training, information and instruction provided.

Staff should be aware of the Council’s policy, procedures and approach to managing violence at work.

Travel options are considered prior to making the journey. If travelling with someone who could potentially be violent an individual risk assessment should be carried out for this.

The Headteacher reviews the risk assessment and any systems of work following an incident and takes action as appropriate.

Training, information and instruction provided.

Support system available for victims of violence.
	
	










	  Risk Rating
	                                         Action Required

	      17 - 25
	Unacceptable – stop activity and make immediate improvements

	     10 – 16
	Tolerable – but look to improve within specified timescale

	       5 – 9
	Adequate – but look to improve at review

	       1 – 4  
	Acceptable – no further action but ensure controls are maintained



Likelihood:               Consequence:
5 – Very likely         5 – Catastrophic
4 – Likely                4 – Major 
3 – Fairly likely        3 – Moderate
2 – Unlikely             2 – Minor
1 – Very unlikely     1 – Insignificant
(5) ACTION PLAN
	Action required:
	Responsible person
	Completion date

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Action plan agreed with (signature)






Date
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(1)	List hazards something with the potential to cause harm here


(2)	List groups of people who are especially at risk from the significant hazards which you have identified


	List existing controls here or note where the information may be found. Then try to quantify the level of risk the likelihood of harm arising that remains when the existing 	controls are in place based on the number of persons affected, how often they are exposed to the hazard and the severity of any consequence. Use this column to list the controls that you might take and develop all or some of that list into a workable action plan.  Have regard for the level of risk, the cost of any action and the benefit you expect to gain.  Agree the action plan with your team leader and make a note of it overleaf.  If it is agreed that no further action is to be taken this too should be noted.
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