Health & Safety Arrangements for Managing

Violence and Aggression towards Staff
Introduction 

Wirral Council is committed to providing a safe and secure work environment for all its employees. It recognises that both physical injuries and physiological distress can result from acts of violence and aggression and incidents involving verbal abuse, intimidation, threats and physical assault arising in the course of work or as a result of work they undertake. 

The Council supports the prosecution and/or taking of legal action against any perpetrators of violence and aggression against a Council employee or an employee of a contractor discharging any Local Authority statutory undertaking whenever that may occur. These arrangements outline the measures and action to be taken to prevent and manage violence towards staff in connection with work, this includes staff on staff incidents. The Council will also provide support to those employees who are affected by an act of abuse or violence in connection with work.  

Definition(s) of Violence and Aggression 

The definition of work-related “violence & aggression” in the context of these arrangements means; 

“Any incident where staff are abused, threatened or physically assaulted in circumstances related to their work involving an explicit or implicit challenge to their safety, well-being or health”.  

Violence and aggression incidents must be categorised as "physical assault" or "non-physical assault" to determine which is the best course of action to take.

The definition of physical assault used by Secretary of State for Health:

"The intentional application of force to the person or another, without lawful justification, resulting in physical injury or personal discomfort"  

The definition of non-physical assault used by the Secretary of State for Health is:

"The use of inappropriate words or behaviour causing distress and/or constituting harassment"

Using these broad definitions, incidents can include those that: -

· Cause physical injury

· Require medical assistance.

· Require first aid only.

· Involve any verbal or non-verbal threat of harm, even if no physical injury occurs.

· Involves verbal abuse, including sexual or racial remarks.

· Involve any verbal or non-verbal intimidation.

· Involve abuse or threats made via any written medium, letters email etc

· Involve abuse or threats left on telephone/mobile answering systems

· Other threatening behaviour not listed above.

· Cause damage to property including personal property/vehicles

These arrangements apply wherever Council employees undertake their work activities which includes:

· All Council premises, non-domestic property, land and amenities and public spaces or highways

· Any domestic properties being visited by staff employees or an employee of a contractor discharging any undertaking as part of their professional duties on behalf of the Council.

Management and Employee Guidance

Managers Responsibilities

Managers at all levels within the Council will ensure that these arrangements are applied consistently within their own area of responsibility, ensuring that;

· Appropriate risk assessments regarding violence and aggression are completed (including agile workers), reviewed and communicated to employees on a regular basis. Managers will escalate any identified significant risks that remain despite implementation of control measures to their direct Line Manager and / or the premises complex manager.

· Procedures are implemented to eliminate or reduce the likelihood that staff are exposed to violence and aggression, or reduce the impact of violence and aggression occurring to staff. (See appendix 1)

· All staff are aware of and understand the procedures and provisions associated with these arrangements ensuring that new staff receive basic information, instruction and training on dealing with violence and aggression appropriate to their duties and are alerted to problem areas / people who use services.
· They provide post-incident support and debriefing for any staff that experience aggression or violence. This must be offered without any request from the affected employee. (See appendix 2)

· Reports of all incidents are completed, investigated and reported ensuring all appropriate actions are undertaken following the advice outlined within this guidance. (See appendices 3 - 5)  

Contract Managers Responsibilities
Council Officers who manage contracts undertaken by 3rd parties who discharge any Local Authority undertaking must also ensure the Contractor follows the specific guidance relating to reporting incidents of violence and aggression to the relevant Departmental Health and Safety Officer of Wirral Council.

Contract Managers must also ensure that 3rd party Contractors are aware of these arrangements in so far as it is Wirral Councils policy to take reasonably practicable steps to prevent the risk of harm from violence and aggression, which may include the use of criminal or civil legal enforcement action on behalf of our appointed contractors.  

Employees Responsibilities

· Employees have a duty of care for their own personal safety and should attempt to minimise potentially violent situations by withdrawing from the situation immediately if the opportunity arises. In particular employees should avoid using provocative language or gestures towards members of the public and people who use services.

· While attempting to prevent an act of physical violence no employee should put his or her own safety or the safety of others at risk.  As a last resort staff are entitled to defend themselves and use reasonable force to enable self-preservation. Employees should be familiar with the personal safety guidelines (See appendices 6) 

· Employees must report all incidents to their Manager and follow the Councils violent incident reporting-procedure relating to form MV92, this includes reporting staff on staff incidents (see appendix 3). 

· Where identified, employees must attend any relevant training provided by the Council  

Links to other policies

These arrangements should be read in conjunction with;

· Council Health and Safety Policy, which identifies the roles and responsibilities of all employees and managers

· H&S Management Arrangements for Undertaking Risk Assessments

· Arrangements for referral to Occupational Health Unit 

· H&S Management Arrangements for Lone Working

· Customer Care Standards

· H&S Management Arrangements for Health and Safety training

Appendix 1

Prevention of Violence and Aggression through Risk Management

Managers must consult with employees on risk assessments to determine the risk potential of any individuals with whom they are likely to have contact. Managers will ensure that all relevant employees are kept informed of the significant findings and controls measures identified within the risk assessment.

Managers will ensure risk assessments identify: -

· Where a significant risk exists from potential aggressors and where any triggers are known 

· Individual staff, staff groups and/or specific activities likely to be exposed to risk.

· Other individuals at risk including other people who use services / visitors/ members of the public.

· Existing controls that are in place along with any residual risks and additional measures that may need to be implemented. Factors to consider include the “ability to get support”, “ability to locate missing staff” 

· Specific training requirements necessary for staff

· Planned actions to implement monitor and review control measures identified.

The Council recognises that a proportion of staff spend time in a lone working environment.  These staff may face additional risks to their personal safety. (See Health and Safety Management Arrangements for Lone Working)

Defining Safe Working Practices to Minimise Risk

All managers should develop procedures to eliminate or reduce the likelihood that staff are exposed to violence and aggression, or reduce the impact of violence and aggression occurring to staff. This may entail providing specific training relevant to the job role and the potential risk and also implement specific controls to minimise violence risks.  The core features of these procedures may include: -

· Visit logging and overdue follow up procedures.

· Ensuring the security of premises.

· Design of premises and interview spaces

· Optimising staffing levels / skill mix.

· Provision of personal alarms; installed alarm systems; alarm and emergency procedures.

· Communications of risks and controls.

· Provision of security advice when travelling.

· Training and development in conflict resolution 

· Pre-visit risk assessments and procedures (including joint visits, and home visits).

· Sharing inter-departmental and inter-agency information.

· Provision of a customer/ Council charter

· Back-up or escalation procedures.

· Provision of signage to customers following a risk assessment

· Working in pairs, teams or groups

In devising working practices, managers and staff must ensure that every effort is made to minimise the likelihood of aggravation leading to conflict by respecting the dignity of people who use services, visitors and the public by providing where possible a pleasant comfortable and welcoming environment. 

Managers must ensure that staff are familiar with the local emergency procedures for their work area or building.  In particular staff must be aware of the procedure for raising the alarm and summoning assistance.

Provision of Approved Signage

Following a risk assessment and a review of reported incidents, managers may display the corporate approved signage. Only this signage, jointly approved by the Head of Tourism and Marketing and the Head of Health, Safety and Resilience can be displayed. Contact the Health, Safety and Resilience Team on 0151 606 2071 for a printed copy.

Violence and Aggression Management Flowchart

To assist managers in implementing these arrangements, the violence and aggression management flowchart has been provided to ensure that the actions taken are proportionate to the incident and ensure that these arrangements are applied consistently throughout the Council. (See appendix 4)

Reporting and Investigating Incidents of Violence and Aggression

It is imperative that each and every incident of violence and aggression that is reported to a respective line manager is investigated to consider what action is appropriate. In a line manager’s absence, the deputy manager should be notified. Incidents that involve actual or threatened violence should be reported to Merseyside Police immediately. 

All incidents must also be recorded using the MV92 incident report form (see appendix 3), in accordance with these management arrangements. At the very least the following information, where known should be recorded on the incident report form apart from the employees details;

Perpetrator Details: Name, date of birth, address, telephone number. If they are unknown then provide a full description of their physical appearance and any distinguishable features.

Incident Description: This should include as much detail as possible about the location, time and circumstances of the incident including descriptions of injuries inflicted if relevant.

Witness Details: Including name, address, contact numbers and status (i.e. Council employee or member of public).

Police Details: including the time the call was made to the police (if applicable) the name of the individual that made the call, name (s) & badge number of officer attending the scene and contact details.

                            Post Incident Management
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Post Incident Review and Support

All incident reports must be reviewed by the Line Manager to establish ways in which the incident could have been avoided, the impact of the incident, any follow up action required in terms of support and prevention of a recurrence.  Risk assessments and premises or personal safety arrangements including the take up of conflict resolution training should be reviewed in conjunction with staff. 

All employees involved or affected by a violent incident in the workplace or by an incident outside of work but believed to be as a result of the work they undertake should be provided with access to the Employee Assistance Programme. They should be offered independent counselling if required.
Telephone and Written Threats

Where any incident involves threats of violence, intimidation or other inappropriate verbal abuse made via a mobile/ telephone or where perpetrators making threats leave text messages or use email or other written mediums, the messages/emails must be retained for evidence in the event of a police prosecution. A request to search mobile phone records with either the Councils or individuals service provider must be made to “trace” the telephone number of the perpetrator and also to obtain written transcripts of messages left on voicemails. Note; mobile phone numbers must not be changed until such evidence is secured via the mobile service provider.
Abusive telephone calls should be reported using the MV92 

Referral to Wirral Anti-Social Behaviour Team (ASBT)

In incidents where there has been actual or threatened violence or aggressive or threatening conduct, the reporting manager should make contact without delay to the Anti-Social Behaviour Team.  Contact should be with the Team’s Enforcement Co-ordinator in the first instance (637 6411 – lucypritchard@wirral.gov.uk); failing that the Team’s Manager (637 6410– carolinelaing@wirral.gov.uk).  If the incident report form has been completed it will assist if this is provided to the co-ordinator, however contact should be made irrespective.

Before determining an appropriate course of action, it is likely that an officer from the team will take a statement from the victim and any witnesses.  The Officer may also interview the alleged perpetrator (if known) about the incident before determining a course of action. Any course of action will be discussed with the victim and respective line management before being taken.

Action taken by Wirral Anti-Social Behaviour Team may range from non-legal action, such as issuing formal warning to legal action, such as injunctions and anti-social behaviour orders. The team will liaise with Merseyside Police in respect of any prosecutions for criminal offence/s allegedly committed.

If an incident has been referred to Wirral Anti-Social Behaviour Team, no further action, (in terms of contacting the perpetrator) should be taken by the Manager unless advised by the Anti-Social Behaviour Team, as this could restrict or hinder any recommended course of legal action. 

Further Management Action

It is for senior management, e.g. Heads of Service or Directors to decide the level of any further action that is appropriate in any case not referred to the Wirral Anti-Social Behaviour Team, or not taken forward by an Officer of the Anti-Social Behaviour Team. Escalating reports to senior management should be done through the line management structure. 

An initial response for relatively minor incidents may require a manager to discuss the incident with the alleged perpetrator or their representative, explaining how and why any alleged behaviour is unacceptable and the expected standards to be observed in the future.  Any dialogue with the alleged perpetrator, whether initiated verbally or in writing must be documented.     

Should legal action not be taken, and a formal letter be needed, advice should be sought from the Wirral ABT on the content and format of the letter. It is also the responsibility of the respective line manager to make an assessment after a repeat incident as to whether or not a referral should be made to Wirral Anti-Social Behaviour Team.

There may be repeated behaviour by an individual that does not involve actual or threatened violence or aggressive or threatening conduct, but is severely hampering the work of the service or causing distress to those providing a service. In such circumstances, advice may still be sought from Wirral ASB team.

Regardless of where incidents of violence and aggression occur, the line manager in conjunction with the Head of Service should give consideration to the temporary or permanent suspension of service to that individual where reasonably practicable to protect the safety and welfare of those affected.

Withdrawal or Suspension of services 

Where an incident has occurred at Council premises or on Council owned or managed land, or is a service undertaken on the public highway or in public spaces, additional consideration shall be given to the temporary or permanent suspension of access to that service or that service delivery. Any such action should only be taken in line with any relevant Departmental/service area policy.  Advice should be sought from Wirral Anti-Social Behaviour Team, as depending on the circumstances; legal action may be taken to exclude a person from entering land or premises or prohibit unlawful interference with the undertaking of a Council service. 
Suspending access to premises or land for services will only be appropriate where violent or aggressive behaviour is likely to: -

· Place at risk the health, safety or welfare of those individuals that are involved in providing services on behalf of the Council.

· Lead staff providing the service to believe that they are no longer able to undertake their duties properly.  This might include incidents of racial or sexual abuse or actual physical assault.

· Result in property damage inflicted by users of services or residents as a result of attempting to provide a service to them.

· Prejudice the safety of other people who use services or members of the public. 

Right of Appeal

Members of the public, clients or people who use services have the right to challenge any exclusion via the complaints procedure. A detailed record of the rationale for exclusion and any alternate arrangements for providing any service should be kept. Where an excluded individual attempts to access any Council service or land in circumstance other than an emergency, the police should be called immediately and the Council will seek legal action to prevent the individual from returning to Council property, land or amenity.
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Incident Report Form for Actual or Threatened Violence

Wirral Council believes that all violence and aggression against Council employees is unacceptable. Incidents involving verbal abuse, intimidation, threats and physical assault will not be tolerated and appropriate action will be taken against all perpetrators. It is imperative that all incidents of violence, aggression are reported and investigated via completion of this report form. This form should be used to report staff on staff incidents as well as incidents involving members of the public.
The definition of violence and aggression within the Health and Safety Management Arrangements for Violence and Aggression is; “Any incident where staff are abused, threatened or assaulted in circumstances related to their work involving an explicit or implicit challenge to their safety, well-being or health”. 

Employee details

Name………………………………………………………………….… Male  FORMCHECKBOX 
 Female  FORMCHECKBOX 
    Job title ………………………………………………………………………………………….

Your usual place of work …………………….……………………………………………….
Witness details (1)
Name  ……………………………………… Job title…………………………………………

Work Address (or home if not employed by the Department)……………………………..

……………………………………………………………………………………………………
Witness details (2)
Name  ……………………………………… Job title…………………………………………

Work Address (or home if not employed by the Department)……………………………..

……………………………………………………………………………………………………
Incident details (please refer to definitions within Management Arrangements)  

Physical Assault  FORMCHECKBOX 
 Verbal Abuse  FORMCHECKBOX 
 Threats  FORMCHECKBOX 
 Intimidation  FORMCHECKBOX 
 

Type of Assault or Abuse
Please say whether you think the incident was motivated by any the following by putting a cross by the type of assault or abuse and giving an explanation.

Racist  FORMCHECKBOX 
 
Age  FORMCHECKBOX 
  
Sexual orientation  FORMCHECKBOX 
  
Religion/beliefs  FORMCHECKBOX 

……………………………………………………………………………………………………

Did the perpetrator threaten or use any weapon or damage any property?  

……………………………………………………………………………………………………

…………………………………………………………………………………………………

Where did the incident happen?……………………………………………………………..

.…………………………………………………………………………………………………..

Date ……………………………………….… Time of day  …………………………………

What Happened? (Please give a brief description of the incident and relevant events that led up to it, including what was said. Only state the facts of the incident. Continue on a separate sheet if necessary)
…………………………………………………………………………………………………...

……………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………
Details of the perpetrators(1) where known
Name(s)……………………….………..……………………………………………………….

Address……………………………………..…………………………………………………...………………………………………………………………………………………………..…

Were they Male  FORMCHECKBOX 
  or female   FORMCHECKBOX 

Details of the perpetrators(2) where known
Name(s)……………………….………..……………………………………………………….

Address……………………………………..……………………………………………………………………………………………………………………………………………………..
Management action (managers should refer to the guidance notes within the Health and Safety Management Arrangements for Violence & Aggression)
What action has been taken immediately following this incident (has the employee received advice, counselling, received first aid, or been taken to hospital for treatment, has the incident been reported to the Police?)?

…………………………………………………………………………………………………………………………………………………………………………………………………………

…………………………………………………………………………………………………………………………………………………………………………………………………………What actions has the manager implemented to prevent another incident occurring?…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

The employee affected and their manager should sign this form.

Employee signature………………………………Manager signature……………………...

Contact telephone No.



Contact telephone No.

(MV92 12/2007)
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Appendix 5

Incidents within Social Care Settings 

It is acknowledged that in certain care situations some incidents of violent behaviour including verbal abuse is non-threatening and is an inherent trait of a clients or user of services medical condition or illness.  In this instance an incident report should still be completed, clearly stating any mitigating circumstances such as medication or prevailing medical condition to enable senior staff to effectively monitor the level of violence within their area. A detailed risk assessment must be undertaken and documented in respect of incidents occurring in these circumstances. 

Withholding Services 

Decisions on withholding care provision or services to clients at home must only be taken by the Head of Service and will only be appropriate where violent or abusive behaviour is likely to:

· Prejudice any benefit the client or service user might receive from the care provided or service. 

· Prejudice the safety of those involved in giving the care or the service. 

· Lead the member of staff providing the care or service to believe that he or she is no longer able to undertake his or her duties properly.  This might include incidents of racial or sexual abuse.

· Result in property damage inflicted by services users or clients as a result of attempting to provide care or a service to them.

· Prejudice the safety of other clients or people who use services or members of the public. 

Withholding treatment is not appropriate where: -

· Clients or people who use services are not competent to take responsibility for their action e.g. violence as a result of a medical condition.

· Clients or people who use services are mentally ill (some clients or people who use services who are mentally ill may also be under the influence of alcohol or drugs) or have a learning disability

· Clients or people who use services require urgent emergency care or services

· Other than in exceptional circumstances, clients or people who use services are under the age of 16.

In all of these cases however it may be appropriate to seek assistance from other healthcare professionals or the police, for example if there is a need for physical intervention or the use of medication is required. Any such action should only be taken in line with any relevant Departmental/service area policy.  

If an incident has been referred to Wirral Anti-Social Behaviour Team, the withdrawal or suspension of a service should be discussed with the Team before this is notified to the perpetrator.
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                                       Personal Safety at Work

People Environment Task

People work alone in many different environments and for many different reasons. It is vital that proactive measures are put into place to help keep you safe when lone working or when there is potential for violence and aggression.  To examine the risks involved you must look at the people involved, the environment in which you are working and the tasks you are required to do.

People

Who are you likely to meet? Are they;

· Total strangers/members of the public?

· People who are well known to you or your team?

· People whom you know very little about?

· People with a history of violence or aggression?

· Likely to welcome your presence or are you dealing with a difficult subject?

Environment

Where are you working? Are you;

· In a reception area or a building where there is open access to the public?

· Going into someone else’s home or territory?

· Working on the street amongst members of the public?

· Visiting a rural or isolated area?

· Able to communicate with base or call for back up if you feel threatened

· Able to let someone know where you are, what you are doing and if your plans change?

· Working during office hours when there are people around?

· Working late at night or early in the morning when you are more isolated?

Task

What are you doing? Are you:
· Dealing with cash?

· Enforcing a rule or decision?

· Carrying valuables or medical supplies?

· Acting as a security service?

· Supervising groups of young people?

If there is a problem

· How will you call for help?

· Who will respond?

· What will they do?

· How long will it take for them to arrive?

If you don’t report back at the end of your shift/day

· Who will notice?

· What will they do?

Dynamic Risk Assessment

Learning to assess risk is something we can all do. A quick dynamic risk assessment, like the one shown below, can help you decide how safe a situation is and what action you should take to avoid danger.
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Quick Checklist


Do I need to really make this visit/meeting and do I have to make it alone? Could I ask this client to come to the office/centre?

Have I left all the relevant information on the whiteboard, in my diary and with a buddy? (If using a buddy system)


Have I done my personal safety checks? (Dynamic risk assessment)

Do I have a mobile phone that I can take, with emergency numbers programmed in?  Is it charged and topped up?

Do I feel confident to go? 

Unless you can answer YES to all the above questions or you are happy that you other measures to keep you safe then you should not go. Work with your team or line manager to solve the problems BEFORE you go.

Tips for Personal Safety

Working alone from a fixed base

· Agree on a protocol for visitors to the building, you may decide not to allow visitors into the building when one person is there

· Consider displaying opening times that only include times when there are two or more people in the office

· Ensure a colleague knows you are working in the office alone, if possible when you plan to leave.

· If you spend time alone with clients/service users/public, consider how you would raise the alarm

· Consider a safe haven (a room that locks) where you can retreat if necessary – ensure this contains a phone

· Keep doors and windows locked if possible

· If practical, consider installing an intercom system.

· When working after dark, consider drawing the blinds so that people outside cannot see in

Working alone at the front-line (reception area’s)

· Ensure you have a means of communicating with others.
· Consider installing emergency alarms systems to summon assistance, or even the police
· Try to ensure cash or valuables are kept out of site
· Never try to stop a thief on your own – always give up cash or valuables if threatened 

Vehicles

· Keep all valuables out of site e.g. locked in the boot

· If you have a mobile phone, keep it near you while you drive. Remember to use hands free kit when driving

· If you are working on paperwork in the car, keep doors locked and try to remain aware of your surroundings

· Try not to use isolated car parks

· If you are approached and feel uncomfortable, use your horn to attract attention or to discourage the other person

Walking out and about

· Try to keep at least one hand free whenever possible, try not to carry lots of paperwork or baggage
· Consider carrying a personal safety alarm (dependant on your risk assessment)
· Remain alert and aware of your surroundings at all times
· A confident appearance (walking tall, arms relaxed, normal pace) will make you look less vulnerable
· Try to avoid danger rather than confront it – keep to well lit streets and avoid danger spots as much as possible
· Walking away from an argument can be a simple but effective way to prevent an incident
	
INCLUDEPICTURE "http://wbcnet.admin.ad.wirral.gov.uk/Personnel/Data/TechnicalServices/PICTURES/CDR/LOGOMET.WMF" \* MERGEFORMAT \d 
	Department: Technical Services

                    
	RISK ASSESSMENT

RECORDING FORM
	M34


	When complete this form must be added to your generic assessment library or site specific file


	Location or          

address                       Cheshire Lines Building
	Date assessment         

undertaken               01/01/10
	Assessment undertaken 

by                                       I. Assess

	Activity or                    

situation                      Dealing with the public
	Review


date                          01/01/11
	Signature

                                           I. Assess


	1) Hazard
	2) Who can be harmed and how?  I.e. staff, public, visitors
	3) What controls exist to reduce the risk?   i.e. inspections, maintenance, training, supervision, management procedures, safety equipment etc
	Risk Score 

Consequence

X Likelihood
	Any further action required?  (move to action plan on reverse)

	Employees may encounter violence and aggression from the public whilst undertaking their duties if the public have an issue with the Council or Council services


	Employees may suffer verbal or actual physical abuse from members of the public 
	· Employees have received ‘Conflict and Aggression’ training for resolving difficult situations

· Employees are not to get involved in confrontation and are to withdraw from any potentially violent situation immediately

· Employees have been issued with mobile phones

· Employees put the location and approx time of return on the office white board

· Meetings are arranged in Cheshire Lines building interview room

· CCTV is fitted in the building

· A panic alarm is situated under the desk in case they feel threatened

· If a member of the public has been identified as potentially aggressive employees will work in groups of at least 2

	 3 x 2 = 6
   
	Ensure staff who potentially deal with Aggressive customers receive conflict and aggression training
Remind all staff to complete identify where they are going and when they will be back on office white board



	  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

	Ensure staff who potentially deal with Aggressive customers receive conflict and aggression training
	Manager
	 Immediate

	Remind all staff to complete identify where they are going and when they will be back on office white board
	Manager
	 Team Brief

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Action plan agreed with (signature)
 I.Assess





Date     01/01/10
	
	


PROCESS FOR DEALING WITH VIOLENCE OR AGGRESSION TOWARDS STAFF





Incident





LINE MANAGER


- Review incident


- Take steps to         


  prevent reoccurrence


- Provide support to   


  employee (consider         


  referral to EAP if  


  required)











Individual employee report to 


line manager or deputy





Course of action to be determined by WASBT in conjunction with line manager and individual employee











Contact Wirral Anti-Social Behaviour Team


without delay 606 5463





Course of action to be determined by senior management, which may include a formal, written warning (contact WASBT)











Yes (see appendix 2





No (see appendix 2)





Is this a repeat incident that requires further advice from Wirral Anti-Social Behaviour Team?











No (see appendix 2)





Yes (see appendix 2)





Did the incident involve?


Actual or threatened violence (see note 1 below)


Aggressive or threatening conduct


Damage to property














Complete Incident Report Form


(MV92) and send a copy sent to your departmental Health & Safety Officer (see below)





Line Manager report incident to police 


(if actual or threatened violence)





Note 1; Includes threats that are made by telephone or via voicemail and answer phone messages or via email or text messages





Ensure cases affecting service delivery or staff safety are escalated to Heads of Service or Directors for information





Proceed with care… but remain vigilant





Are you sure you have covered all the risks?





NO





   Which of these concern you?





The task you are doing?





   Assess the situation





The person you are dealing with





The environment you are working in?





Do you have any concerns about your personal safety?





NO





YES





YES





Can you avoid or minimise the risk so that you feel confident?





Proceed with care....   don’t forget things change





YES





NO





Do not continue. Ask for help and consult your line manager.





Adult Social Services – Christopher Atherton


Children & Young Persons Department – Debbie Todd





Corporate Services, Law HR & Asset Management – Health, Safety & Resilience Team


Finance - Health, Safety & Resilience Team


Regeneration - Health, Safety & Resilience Team


Technical Services - Health, Safety & Resilience Team
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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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