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A Central Framework Procedure

Introduction

Work related violence and aggression, including physical assault, threats and verbal abuse is of an increasing concern to employers and employees alike. 

According to the British Crime Survey there were around 655,000 incidents of this nature in England and Wales in 2004/2005.

The Health and Safety Executive’s definition of work-related violence and aggression is:

Any incident in which a person is abused, threatened or assaulted in circumstances relating to their work.
The following procedures and guidance form part of the overall commitment by senior management to uphold the standards set out in the Council’s Health and Safety at Work Policy.

This document has been developed to set the basic framework within which all sections of the Council should be working to control the risks from violence and aggression at work. Headteachers should take overall responsibility for co-ordinating and implementing these procedures.

It is recommended that this document be read in conjunction with the Council’s Lone Working Health and Safety guidance for Managers. This information is available from the School’s Occupational Safety Unit website www.bradford.gov.uk/scsafety 

Employers and employees must have a shared interest in reducing violence and aggression at work. Any such incident can result in a reduction in morale and lead to the perception of a non-caring image for the Council. 

Employees who have been involved in a violent and aggressive incident can suffer a number of health problems which may include pain, distress, anxiety, stress and, in some circumstances, bodily injury.

Exposure to violence and aggression at work depends not only on an individual’s occupation but also the circumstances under which they perform their duties. 

Most people accept that physical force against an individual is an example of violence and aggression, but violence and aggression can take many other forms including:

 Verbal abuse and threats (with or without a weapon) 

 Rude gestures – innuendoes 

 Sexual or racial harassment 

Where there is no physical injury, there can still be considerable long-term emotional stress. 

Malicious damage to an employee’s property can cause distress and fear of future physical attack.

People will have different perceptions about behaviour that is threatening or aggressive. 

Procedure Scope and Application

The scope and application of this procedure and associated guidance can be broadly split into four main areas:

 To minimise the potential for violence and aggression within the workplace.

 To ensure the working environment and working practices have been suitably risk assessed to protect staff from the risk of violence and aggression at work.

 To support and help staff who have been subjected to violence or aggression at work.

 Effective collation of statistical data to interpret trends and strengthen control measures.
Effectively minimising the potential for violence and aggression at work can result in the following benefits:

 Maintaining a safe working environment.

 Reduce stress and improve morale.

 Creating a situation where staff have the confidence to undertake work tasks effectively and without risk.

 Employees are better equipped to deal with a potential violent situation.

 Fewer days lost due to stress, anxiety and/or injury.

 Reduction in potential employer’s liability claims.
Role of the Occupational Safety Unit

 Help to clarify or interpret any aspect of this procedure and guidance. 

 Provide any further information that may be relevant following consultation. 

 Monitor the application of the procedure and provide the appropriate feedback. 

 In the case of serious incidents involving injuries to advise/support Headteachers in their investigation of incidents.

 Report injury/time off incidents to the Health and Safety Executive (H.S.E.) in accordance with the Reporting of Injuries, Diseases and Dangerous Occurrence Regulations (R.I.D.D.O.R.) 

Involvement of Education Bradford Human Resources Service

The service:

 Will be committed to the objective of reducing the risk of violence to staff in schools.

 Will support Headteachers/Managers and staff in their efforts to reduce the risk of violence at work.

 Will log details of all Violence to Staff at work reports received from schools.

 Will send a personal letter to all victims of violence at work following receipt and logging of the violence at work forms.

 Will give preliminary advice and support where requested, and/or inform Legal Services as appropriate in cases of serious assault.

 Will monitor all reported incidents of violence at work.

 Will contact schools identified through analysis of data as needing support e.g. volume of incidents or lack of action.

 Will meet termly with Council and Union representatives to discuss the statistics, identify any ongoing trends and recommend appropriate action. Prepare report and submit to OJC.

 Will provide a summary of incidents to OJC. The statistics will be used to form the basis of any strategies that may be developed to improve the situation.

 Will liaise with the Diversity and Cohesion team at Education Bradford regarding any violence at work form referring to a racially-based incident.

 Will support Bradford Council in any initiatives or strategies they may implement in an effort to reduce the incidence of violence in educational institutions within the Authority.

Guidelines for the Avoidance of Violence and Aggression at Work

These guidelines are intended to provide information for Headteachers and staff whose work situation may have the potential to place an employee at risk from a violent and/or aggressive act whilst at work.

Headteachers Guidelines

 You should make yourself fully aware of the Council’s violence and aggression procedures and guidelines.

 You should ensure that your employees and governors are made aware of the relevant procedures. 

 Consider designating a governor to be responsible for liaison with staff on violence issues.

 Identify which employees may be at risk by the nature of the work they carry out. 
 Involve your staff and governors in the process. Identify potential higher risk activities using knowledge from past experience. Local media, trade and professional organisations may provide useful information on this.

 It may be useful to talk with other Headteachers/Schools/Council departments to share best practice.

 Where significant risks have been highlighted, suitable and sufficient risk assessments must be completed and control measures implemented. These risk assessments must be reviewed at least annually and following any significant changes or after an incident. Guidance on risk assessment is on the Occupational Safety Unit website www.bradford.gov.uk/scsafety  

 It is vital that suitable control measures are implemented to protect employees from risks highlighted in the risk assessments. You may wish to consider the control measures listed below.

 You should monitor the effectiveness of the control measures and modify them as and when necessary.

 You should ensure that all violent or aggressive incidents are fully investigated. 

Examples of Control Measures

 When local internal procedures have been agreed i.e. door security, signing in/out systems; you should arrange for them to be periodically monitored to ensure compliance.
 Ensure interview rooms and reception areas are designed to the latest standards on security and comfort. All employees using them must be trained and practise the procedures. For specific design standards and expert design advice contact the Council’s Facilities Management Support Service. Secured by Design guidance is available on the Occupational Safety Unit website www.bradford.gov.uk/scsafety 
 For lone worker protection you may wish to introduce some form of electronic equipment such as mobile phones, personal alarms or more sophisticated equipment such as GPS tracking and alert devices.
 If employees are exposed to potentially violent or aggressive situations they should be trained in the best way to handle them.
 If you have potentially violent pupils a Pupil Behaviour Risk Assessment should be carried out and this information should be shared with all those who may be affected.
The above list is not exhaustive. Headteachers must use any available local knowledge and experience in the department. All significant potential situations and outcomes should be addressed when undertaking a risk assessment. 
Headteachers should support staff in meeting their responsibilities.

Employee Guidelines

 Employees should follow the local violence and aggression procedures and guidelines. 

 Ensure they follow the control measures which have been agreed.
 Use any necessary safety equipment provided by management. 

 Report all violent and/or aggressive incidents, however minor, to their Headteacher/supervisor. 
 Feel free to make suggestions to their management which may improve the health and safety of employees or anyone affected by the work of the Council.
Management Procedures for Reporting and Recording Violence and Aggression

Employees who have been subjected to acts of violence and aggression must receive your full support and understanding. It is imperative that the Council shows care and compassion for the victim and can demonstrate it is being proactive by taking remedial actions as and when necessary to prevent recurrences. Staff requiring counselling support should be referred to the Employee Health and Well Being Unit, Human Resources.

All incidents must be investigated by management in consultation with the victim and the significant findings recorded. A review and any revision of existing risk assessment and control measures should take place. When necessary, any improvements should be implemented as soon as possible. The results of the investigation and any improvements initiated should be discussed with others who may be affected.
Guidance for Recording and Reporting Violence to Staff Incidents in Schools

VIR1:- Schools record all violence to staff at work incidents.

VIR2:- Additionally, if Immediately Reportable Violence Incident (* see below and VIR4),  

           Schools complete VIR2 and send to Education Bradford Human  

           Resources Service. 

RIF1:- Additionally, if violence incident leads to injury causing absence from  

           work beyond the day of the incident, complete Reportable Injury  

           Incident Form and send to Occupational Safety Unit.

VIR3:- At the end of each term send Termly Violence Return Form to  

            Education Bradford, Human Resources Service.

VIR4:- Flow Chart with definitions for Violence Incident and Immediately  

           Reportable Violence Incident.

Definitions

Violence Incident

 Any incident in which an employee is abused, threatened or assaulted in circumstances relating to their work

Immediately Reportable Violence Incident

· Any physical assault which is malicious or directed specifically towards an individual, or

· Any serious sexual/racial/verbal threat directed specifically at an individual, or
· Any incident resulting in the individual being taken to hospital, receiving treatment from their GP or absence from work beyond the day of the incident
· Any incident resulting in a stress related absence of any duration directly attributable to the incident.
Violence Incident Record Form (VIR1)

School/Establishment:………………………………………………………………

	Name of Injured Person(s)
	Job Title
	Date & Time of Incident
	Location of Incident
	Type of Assailant 

(please tick one)
	Type of incident
	Name of Assailant or Pupil ID No.
	Brief Description of Incident (include details of any weapons involved)
	Name of Person Making Entry

	
	
	
	
	Pupil
	Parent
	Teacher
	Intruder
	Other
	(please tick one)
	(please tick one)
	(please tick one)
	
	
	

	
	
	
	
	
	
	
	
	
	Behavioural/Unintentional
	Malicious
	Verbal
	Physical
	Racial
	Gender
	Sexual
	Other
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	Reportable Violence To Staff Report Form (VIR2)


	VICTIM:
	
	NAME OF SCHOOL:
	

	UNION:
	
	
	JOB TITLE:
	

	
	
	
	UNION CONTACTED?
	YES / NO

	DATE:
	
	DAY:
	
	TIME:
	

am / pm


	Nature of Attack: Please tick appropriate box(es)
	Person Assaulted: Please tick appropriate box(es)
	Assailant: Please tick appropriate box

	Physical Attack
	 FORMCHECKBOX 

	Teacher
	 FORMCHECKBOX 

	Pupil 
	 FORMCHECKBOX 


	Verbal
	 FORMCHECKBOX 

	Headteacher
	 FORMCHECKBOX 

	Teacher
	 FORMCHECKBOX 


	Sexual
	 FORMCHECKBOX 

	Deputy Head
	 FORMCHECKBOX 

	Headteacher
	 FORMCHECKBOX 


	Racial
	 FORMCHECKBOX 

	Nursery Nurse
	 FORMCHECKBOX 

	Deputy Head
	 FORMCHECKBOX 


	Threat
	 FORMCHECKBOX 

	Administrator
	 FORMCHECKBOX 

	Parent
	 FORMCHECKBOX 


	Weapon Used

Specify:
	 FORMCHECKBOX 

	SA/SNA
	 FORMCHECKBOX 

	Trespasser (Grounds)
	 FORMCHECKBOX 


	
	
	Lunchtime Supervisor
	 FORMCHECKBOX 

	Intruder
	 FORMCHECKBOX 


	Other

Specify:
	 FORMCHECKBOX 

	Caretaker
	 FORMCHECKBOX 

	Other

Specify:
	 FORMCHECKBOX 


	
	
	Other

Specify:
	 FORMCHECKBOX 

	
	

	INCIDENT DETAILS

	STATEMENT



	WITNESS DETAILS

	NAME:
	
	JOB TITLE:
/STATUS:
	

	TEL No:
	
	
	

	NAME:
	
	JOB TITLE:
/STATUS:
	

	TEL No
	
	
	

	NAME:
	
	JOB TITLE:

/STATUS:
	

	TEL No:
	
	
	


	ADDITIONAL INFORMATION

	

	INCIDENT RELATED TO:
	LOCATION
	INFORMED

	Theft
	 FORMCHECKBOX 

	Drive/Car Park
	 FORMCHECKBOX 

	Police Informed
	 FORMCHECKBOX 


	Burglary
	 FORMCHECKBOX 

	Classroom
	 FORMCHECKBOX 

	Name

	Arson
	 FORMCHECKBOX 

	External Classroom 
	 FORMCHECKBOX 

	Number

	Alcohol
	 FORMCHECKBOX 

	General Office 
	 FORMCHECKBOX 

	Crime No.

	Drugs
	 FORMCHECKBOX 

	Staff Room 
	 FORMCHECKBOX 

	Previous Incidents with Assailant (add name & DoB if pupil)
	 FORMCHECKBOX 


	Vandalism
	 FORMCHECKBOX 

	Sports Hall 
	 FORMCHECKBOX 

	
	

	Graffiti
	 FORMCHECKBOX 

	Caretaker’s Room 
	 FORMCHECKBOX 

	
	

	Property Damage
	 FORMCHECKBOX 

	Playground 
	 FORMCHECKBOX 

	
	

	Special Needs
	 FORMCHECKBOX 

	Headteacher’s Office 
	 FORMCHECKBOX 

	ABSENCE

	Behavioural Problem
	 FORMCHECKBOX 

	Kitchen 
	 FORMCHECKBOX 

	Absence as a result
yes                                      
	 FORMCHECKBOX 


	Specify:
	
	Main Entrance 
	 FORMCHECKBOX 

	
no
	 FORMCHECKBOX 


	
	
	Other Entrance 
	 FORMCHECKBOX 

	LEA SUPPORT (For Office Use Only)

	
	
	Washroom/Toilets
	 FORMCHECKBOX 

	Support for Victim?
yes
	 FORMCHECKBOX 


	
	
	Corridor
	 FORMCHECKBOX 

	
no
	 FORMCHECKBOX 


	
	
	Other

Specify:
	 FORMCHECKBOX 

	Referral?
yes
	 FORMCHECKBOX 


	
	
	
	
	
no
	 FORMCHECKBOX 



	ACTION TAKEN This section to be completed by Headteacher

(tick all that apply)

	Medical Treatment
	 FORMCHECKBOX 

	Parent(s) Contacted
	 FORMCHECKBOX 

	Pupil Support
	 FORMCHECKBOX 


	Victim Counselled
	 FORMCHECKBOX 

	Meeting Arranged
	 FORMCHECKBOX 

	LEA Support for Pupil
	 FORMCHECKBOX 


	Internal Support to Victim
	 FORMCHECKBOX 

	Play/Lunchtime Exclusion
	 FORMCHECKBOX 

	Other Pupils Involved
	 FORMCHECKBOX 


	External Support to Victim
	 FORMCHECKBOX 

	Pupil Fixed Exclusion
	 FORMCHECKBOX 

	Adult “Ban”
	 FORMCHECKBOX 


	Staff Training
	 FORMCHECKBOX 

	Permanent Exclusion
	 FORMCHECKBOX 

	No Action
	 FORMCHECKBOX 


	Other
	 FORMCHECKBOX 

	

	Specify:



	SIGNED HEADTEACHER/MANAGER
	
	DATE
	


Please return this form WITHIN 5 DAYS OF THE INCIDENT to:- 

Education Bradford, Human Resources Services, Personnel Support Service,

Future House, Bolling Road, Bradford, BD4 7EB
Termly Violence Incident Return Sheet (VIR3)

School:

Term:

Year:

Assailant Breakdown

	Assailant
	Pupil
	

	
	Parent
	

	
	Teacher
	

	
	Intruder
	

	
	Other
	


Total No. Incidents

	Assaults
	Unintentional injury
	

	
	Unintentional non-injury
	

	
	Malicious injury
	

	
	Malicious non-injury
	

	Verbal Abuse/Threats
	Racial
	

	
	Gender
	

	
	Sexual
	

	
	Other
	


	Total Violence Incidents
	
	Total Non-injury Assaults
	

	Total Injury Assaults
	
	Total Verbal Abuse/Threats
	

	Total VIR2 Forms Completed
	
	
	


Reporting Violence Incidents (VIR4)

Definitions

Violence Incident

 Any incident in which an employee is abused, threatened or assaulted in circumstances relating to their work

Immediately Reportable Violence Incident

· Any physical assault which is malicious or directed specifically towards an individual, or

· Any serious sexual/racial/verbal threat directed specifically at an individual, or
· Any incident resulting in the individual being taken to hospital, receiving treatment from their GP or absence from work beyond the day of the incident
Any incident resulting in a stress related absence of any duration directly attributable to the incident.
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Complete


Violence


Incident Record


(VIR1)





Violence Incident


(see definition above)








Complete Reportable


Injury Form (RIF 1) &


send to Occupational


Safety Unit




















What type of incident is it?





At end of each term send Termly Violence Return Form


(VIR3) to HR 


Education Bradford





Complete Violence


To Staff Report


(VIR2) & send to HR


Education Bradford


within 5 days





NO





Was it an Immediately Reportable Violence incident?


(see definition below)





Complete Accident Record Form AB1 in Accident Book








Take reasonable action to support individuals and prevent a recurrence





YES





YES








Did violence incident lead to injury causing


absence from work beyond the day of the incident?
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