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1. The Violence to Staff Assessment Checklist will help determine possible precautions which can be taken to eliminate or reduce the risk of a violent incident occurring.

2. The Assessment method suggested shares the same approach as that used in general health and safety legislation (Management of Health and Safety at Work Regulations).

3. Consider with your staff the potential violent behaviour hazards and foreseeable situations which can occur whilst carrying out their work activities.  This will assist you in deciding if your control measures are adequate or if more needs to be done.

4. The following points should be considered when completing the Assessment:-
a) Each question needs to be documented, as being addressed i.e. tick, cross or N/A in relevant box.

b) The Assessment Checklist should be reviewed regularly to ensure all actions are completed.  It should also be reviewed if there are significant changes to the work activity, work environment and/or the staff to whom the Assessment relates.   It should also be reviewed following any violent incident that is reportable under RIDDOR and In any event, it should be reviewed at least annually, 

c) Where the assessment identifies control measures these should be fully shared with staff and others as necessary e.g. agency staff, members of the public and contractors.  

d) This document should be easily accessible to all staff and Managers.
	ASSESSORS NAME: (Please print)

SERVICE AREA OR TEAM:
	ADDRESS/LOCATION:


	DATE OF ASSESSMENT:

	Identify Who Might Be Harmed and How

	ACTIVITY CRITERIA
	ASSOCIATED CONTROL MEASURES
	 TICK IF OK PUT ‘X’ IF A PROBLEM

OR N/A
	IF OK

SPECIFY (WHERE POSSIBLE) HOW

CRITERIA IS MET
	RECOMMENDED ACTIONS AND COMMENTS
	TIME SCALE TO COMPLETE ACTION AND RESPONSIBLE PERSON

	A.  WORKPLACE

	1. Public Access Areas


	a) Have public access been controlled as far as possible?

b) Are entrances and other access routes well lit?

c) Can work activities be relocated away from public areas?

d) Is there an ID card system in place, which distinguishes staff from visitors, contractors etc.

e) If visitors etc. need to enter secure areas, are they escorted to and from the reception area?
	
	
	
	

	ACTIVITY CRITERIA
	ASSOCIATED CONTROL MEASURES
	 TICK IF OK PUT ‘X’ IF A PROBLEM

OR N/A
	IF OK

SPECIFY (WHERE POSSIBLE) HOW

CRITERIA IS MET
	RECOMMENDED ACTIONS AND COMMENTS
	TIME SCALE TO COMPLETE ACTION AND RESPONSIBLE PERSON

	2. Reception

     Areas
	a) Is the reception area easily identifiable (inside/ outside), accessible and properly staffed?

b) Is the information displayed in an appropriate format taking into account equality issues?

c) Is the lighting sufficient to see individuals in the waiting and receiving areas?

d) Is the area clear of objects that could be used as weapons e.g. plant pots and letter openers?

e) Has consideration been given to the type of furniture & whether it needs to be secured?

f) Has the reception desk been arranged so that staff can remove to a place of safety? 

g) Is there sufficient personal space between receiving area and reception staff to prevent them being physically struck?
h) Are separate rooms available for dealing with sensitive issues?
i) Do staff on reception deal with cash, if so, can the amount of cash handling be undertaken elsewhere or reduced?
	
	
	
	

	ACTIVITY CRITERIA
	ASSOCIATED CONTROL MEASURES
	 TICK IF OK PUT ‘X’ IF A PROBLEM

OR N/A
	IF OK

SPECIFY (WHERE POSSIBLE) HOW

CRITERIA IS MET
	RECOMMENDED ACTIONS AND COMMENTS
	TIME SCALE TO COMPLETE ACTION AND RESPONSIBLE PERSON

	3. Calling for Assistance
	a) Have arrangements been put in place if assistance is required? e.g. panic buttons and checking the interview room every 15 minutes

b) Are staff trained to give appropriate assistance? e.g. action which should be taken if the panic button is activated.

c) Are panic buttons and responses tested on a regular basis to ensure they are operational?

d) Are other colleagues informed when a member of staff is meeting with potentially violent persons?

e) Is there a procedure for managing new or unknown persons?
	
	
	
	

	4. Interview Rooms


	a) Are interview rooms visible to nearby staff?

b) Does the interview room have a vision panel?
c) Is the room arranged so that the member of staff can maintain a clear escape path if necessary?

d) Has equipment in interview rooms been minimised?

e) Has consideration been given to the type of furniture & whether it needs to be secured?
	
	
	
	

	ACTIVITY CRITERIA
	ASSOCIATED CONTROL MEASURES
	 TICK IF OK PUT ‘X’ IF A PROBLEM

OR N/A
	IF OK

SPECIFY (WHERE POSSIBLE) HOW

CRITERIA IS MET
	RECOMMENDED ACTIONS AND COMMENTS
	TIME SCALE TO COMPLETE ACTION AND RESPONSIBLE PERSON

	
	f) Are interview rooms checked after use to ensure no items have been left which could put others in danger?
	
	
	
	

	B.  AWAY FROM THE WORKPLACE

	1. Home

    Visits

	a) Is it necessary to visit the person in their home?

b) Does the person have a history of violence e.g. has the recorded history been read?

c) Has this information been shared with colleagues, other departments or agencies that may be put at risk?

d) Is there an individual risk assessment available for the persons who have a history of violence?
e) Does the visit require more than one member of staff?

f) Can the visit be made during daylight hours?

g) Is there a system in place for staff to ‘check in’ periodically?

h) If visits are made during hours of darkness are suitable arrangements in place e.g. buddy system.
	
	
	
	

	ACTIVITY CRITERIA
	ASSOCIATED CONTROL MEASURES
	 TICK IF OK PUT ‘X’ IF A PROBLEM

OR N/A
	IF OK

SPECIFY (WHERE POSSIBLE) HOW

CRITERIA IS MET
	RECOMMENDED ACTIONS AND COMMENTS
	TIME SCALE TO COMPLETE ACTION AND RESPONSIBLE PERSON

	
	i) Has the visit been discussed with the Line Manager and clear actions put in place where potential risks are identified?
j) Has an alarm or other communication device been provided and is it suitable to summon help?

k) Are staff movements known?

l) Is there a system of communication between all agencies involved?

m) Has appropriate consideration been given to any pets or livestock which may be on the person’s property that may pose a risk?
n) Have appropriate measures been taken if there is anyone else in the household who may become violent towards the member of staff?
o) Has consideration been given to any threat to staff from neighbours or the location of the home visit?

	
	
	
	

	ACTIVITY CRITERIA
	ASSOCIATED CONTROL MEASURES
	 TICK IF OK PUT ‘X’ IF A PROBLEM

OR N/A
	IF OK

SPECIFY (WHERE POSSIBLE) HOW

CRITERIA IS MET
	RECOMMENDED ACTIONS AND COMMENTS
	TIME SCALE TO COMPLETE ACTION AND RESPONSIBLE PERSON

	Work in the Community/
Detached/
Field Work
	a) Is the work undertaken in areas with underpasses, alleyways, shop doorways, bridges, car parks, shop precinct?

b) What additional precautions have been taken to reduce the risk of violence in these areas?

c) Is work undertaken in street gathering places e.g. used for the consumption of alcohol/drugs, drug dealing, dumping needles, soliciting, joy riding?

d) What additional precautions have been taken in these areas?

e) Does the member of staff know the area?
f) Has the area been thoroughly researched during daylight hours?

g) Is the Line Manager aware of where and how the work is being undertaken?

h) Is the area known for criminal activity which may make people suspicious and hostile towards unknown adults?
i) Are the local police aware of the member of staff and their role?
	
	
	
	

	ACTIVITY CRITERIA
	ASSOCIATED CONTROL MEASURES
	 TICK IF OK PUT ‘X’ IF A PROBLEM

OR N/A
	IF OK

SPECIFY (WHERE POSSIBLE) HOW

CRITERIA IS MET
	RECOMMENDED ACTIONS AND COMMENTS
	TIME SCALE TO COMPLETE ACTION AND RESPONSIBLE PERSON

	
	j) Is there an agreed work plan in place?

k) Have all staff up to date and relevant ID cards.

l) Do all staff carry ID cards?

m) Are members of staff advised not to give out any personal details to people?

n) Do staff carry a list of emergency phone numbers? 

o) If using a vehicle for work that has a high potential for violent incident, can a Council registered vehicle be used to prevent future identification of the staff involved through their vehicle details?
p) If carrying out work in an area where identification of staff as Council employees could increase the risk of violence, can a plain, unmarked vehicle be used?
	
	
	
	

	C.  OTHER ISSUES

	1.  Staffing
	a) Is there a sufficient level of competent Staff (see 2.7 of the Policy and Guidance document)?

	
	
	
	

	ACTIVITY CRITERIA
	ASSOCIATED CONTROL MEASURES
	 TICK IF OK PUT ‘X’ IF A PROBLEM

OR N/A
	IF OK

SPECIFY (WHERE POSSIBLE) HOW

CRITERIA IS MET
	RECOMMENDED ACTIONS AND COMMENTS
	TIME SCALE TO COMPLETE ACTION AND RESPONSIBLE PERSON

	
	b) Are lone working risk assessments in place?
c) Do staff have regular supervision meetings where they can discuss health, safety and welfare issues?
d) Is there adequate cover for breaks, nights, weekends and handover periods?
e) Is there adequate cover to cater for unpredictable workloads, employee sickness and staff shortage?

f) Is there cover to maintain an adequate level of service if there is a need to respond to a violent incident?
g) Have the support needs of the individual employees been taken into account?
h) Are staff aware of the incident reporting system?
	
	
	
	

	2. Information, Instruction and Training
	a) Have staff received adequate training and instruction in personal safety?
b) Are staff aware that they must remove themselves from any situation where a weapon is being used?
	
	
	
	


	ACTIVITY CRITERIA
	ASSOCIATED CONTROL MEASURES
	 TICK IF OK PUT ‘X’ IF A PROBLEM

OR N/A
	IF OK

SPECIFY (WHERE POSSIBLE) HOW

CRITERIA IS MET
	RECOMMENDED ACTIONS AND COMMENTS
	

	
	c) Have staff received adequate training in order to deal with potentially violent persons both on the telephone or face to face?
d) Have all Managers/supervisors received training and instruction so they are competent to recognise the problems associated with violence and aggressive incidents and how to manage these?

e) Are Managers aware of what they need to do following an incident?  E.g. reporting procedures, supporting the member of staff and debriefing?

f) Are staff aware of the violent incident reporting procedure?

g) Have new staff received adequate induction on the prevention of violence to staff?

h) Has the Policy and any local procedures been communicated to staff?

i) Are staff competent in managing conflict e.g. have exercises been carried out to check responses to emergencies?
	
	
	
	

	D.  ADDITIONAL LINE MANAGERS COMMENTS:  (Including any additional issues identified.)



	Please note: Where action has been recommended and agreed by the Line Manager, but cannot be implemented for a reason (e.g. area outside Managers area of control, financial constraints within the unit/section) the matter should be referred by the Line Manager to their Manager for the purpose of identifying solutions, priorities and reasonable timescales to ensure violence to Staff is reduced to the lowest level reasonable practicable.

	Assessors name(s) (please print):
	Assessors signature(s):
	Date assessment completed:

Review date:

	The Line Manager should sign below to accept receipt of the assessment and ensure actions are completed

	Line Managers name (please print):
	Line Managers signature:
	Date received:
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