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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. 

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 Leading Learners Multi Academy Trust to try to control the risks from violence and aggression at work. Headteachers should take overall responsibility for co-ordinating and implementing these procedures.

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.

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 Trust and the Health and Safety Advisor

 To help clarify or interpret any aspect of this procedure and guidance. 

 Provide any further information that may be relevant following consultation. 
 In the case of serious incidents involving injuries to 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.) 
 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 give preliminary advice and support where requested, and/or inform the Trust HR advisors (Cook Lawyers) as appropriate in cases of serious assault.
 Will monitor all reported incidents of violence at work.

Guidelines for the Avoidance of Violence and Aggression at Work

These guidelines are intended to provide information for Senior Trust Leaders, 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.

Guidelines

 Staff should be aware of the Trusts violence and aggression procedures and guidelines.
 Headteachers should ensure that all employees are made aware of the relevant procedures. 
 Identify which employees may be at risk by the nature of the work they carry out. 
 Identify potential higher risk activities using knowledge from past experience. 
 It may be useful to talk with other Headteachers within the Trust or Local area 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. 
 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

 Where internal procedures have been agreed i.e. door security, signing in/out systems; these should be monitored periodically to ensure compliance.
 Ensure offices and meeting rooms have vision panels and a telephone.  
 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. 
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 within the Trust.
Management Procedures for Reporting and Recording Violence and Aggression

Employees who have been subjected to acts of violence and aggression must receive full support and understanding. It is imperative that the Trust 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 Trusts Occupation Health Provider.

All incidents must be investigated by the Headteacher with the support of the Head of Finance and Operations and in consultation with the victim and significant findings should be recorded and reported to the Chief Executive Officer (CEO).  A review of existing risk assessments and control measures should also 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.

Monitoring and Evaluation

Staff and Trustees, on a three yearly basis, will review this policy unless circumstances demand an earlier review.

Guidance for Recording and Reporting Violence to Staff Incidents in Schools

1. A Reportable Violence to staff form should be completed by the member of staff who has suffered the act of violence – Appendix 1  

2. Staff should follow the reporting violence incidents flow chart to determine what action should be taken next – Appendix 2
3. If the staff member has suffered an injury, they should be seen and treated by a first aider.  This should be recorded in the school’s staff first aid book
4. A reportable injury form should be completed – Appendix 3 for 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 and any incident resulting in a stress related absence of any duration directly attributable to the incident.  

5. This form should then be sent to the Head of Finance and operations who will determine whether this should be reported to the HSE. The CEO will also be notified of all reportable injuries.  
6. All violence to staff at work incidents should be recorded on the log sheet – Appendix 4. 
Appendix 1
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Reportable Violence to Staff Form

	Victim:
	
	School:


	

	Job Title:
	

	Union:
	
	Union Contacted:


	YES  /  NO

	Date of Incident


	
	Time of Incident
	


	Nature of Attack


	
	Person Assaulted
	
	Assailant
	

	Physical
	
	Teacher
	
	Teacher
	

	Verbal
	
	Headteacher
	
	Headteacher
	

	Sexual
	
	Deputy Head
	
	Deputy Head
	

	Racial
	
	TA
	
	TA
	

	Threat
	
	Admin
	
	Admin
	

	Weapon Used  

Details:
	
	Lunchtime
	
	Lunchtime
	

	
	
	Site Manager
	
	Site Manager
	

	
	
	TA
	
	TA
	

	Other

Specify:


	
	Other

Specify:
	
	Pupil
	

	
	
	
	
	Other

Specify:
	


	Incident Details (please continue on a separate sheet if necessary)

	

	Any Additional Information 

	

	Location of Incident:  
	Absence as a result:   YES  /  NO



	Police Informed:    YES  / NO


	Crime Number:  


	Action Taken ( tick all that apply)

	Medical Treatment
	
	Parent/Carer contacted
	
	Meeting Arranged
	

	Internal Support to Victim
	
	External Support to victim
	
	Staff Training
	

	Play/Lunchtime Exclusion
	
	Fixed Term Exclusion
	
	Permanent Exclusion
	

	No Action
	
	
	
	
	

	Other – Specify:



	Any Further Action:

	


	Signed Victim
	
	Date:
	

	Signed Headteacher
	
	Date:
	


Appendix 2

Reporting Violence Incidents Flow Chart 

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.

· Any serious sexual/racial/verbal threat directed specifically at an individual.
·      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 or any incident resulting in a stress related absence of any duration directly attributable to the incident   
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Appendix 3
REPORTABLE INJURY FORM

	PART 1

	School Name:  ……………………………………………………………………………………………………………………………………………..

Address:  ……………………………………………………………………………………………………………………………………………………..

                  …………………………………………………………………………………  Postcode: …………………………………………………



	Details of Injured Person (Personal contact details are required for reporting to the HSE (RIDDOR)

Full Name:  ……………………………………………………………………………….  Age: ………………………….      Male / Female

Home Address:  ……………………………………………………………………………………………………………………………………………

                              ……………………………………………………………………….  Postcode:  ……………………………………………….

Contact Number:  ………………………………………………………………………………………………………………………………………..

Please Tick:

Employee    (     Job Title  ……………………………………………………………………………………………………………………………  

Pupil    (       Agency Worker    (      Work Experience    (      Trainee/Apprentice    (    Volunteer    (      

Contractor    (      Member of the public    (       


	For Employees, Agency Workers, Trainee/Apprentice, Work Experience only

Was there any absence from work?    YES /  NO

If Yes:   First Day of Absence:  ………………………………………….   Last Day of Absence:  ………………………………….



	PART 2

	Details of Accident / Incident

Date:  ………………………….  Time:  ………………………….  Did the Accident happen at school   YES  /  NO

If NO, please state the address where the accident/incident took place:

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

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



	Details of what happened? (be factual – describe the accident/incident, activities leading up to the event and the events immediately after).  Please continue on a separate sheet if needed.

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

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

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

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

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

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



	PART 3 

	Details of Injury:

	Part(s) of body affected:  ………………………………………………………………………………………………………….………………………

Nature and extent of injury  …………………………………………………………………………………………………………………………….

Was first aid treatment given?  YES  /  NO         If yes, by who? …………………………………………………………………………

Treatment or advice given  ……………………………………………………………………………………………………………………………….

Was the injured person taken directly to hospital as a result of the accident?   YES  /  NO

If yes, name of hospital sent to:  ………………………………………………………………………  What Time?  ………………………..

Contributing Factors

Give information on any condition(s) that may have contributed to the accident/incident e.g. wet conditions, unsound surface, faulty equipment or lack of supervision

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

Are you aware of any impairments or behaviours of the injured person, which may have contributed to the accident? If so, please state:  

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



	PART 4

	Witness(es) to the accident, incident – Please attach copies of any statements taken:

1.  Name:  …………………………………………………………………………………  Contact No:  …………………………………………


Workplace:  ………………………………………………………………………………………………………………………………………..

2. Name:  …………………………………………………………………………………  Contact No:  …………………………………………

Workplace:  ………………………………………………………………………………………………………………………………………..

3. Name:  …………………………………………………………………………………  Contact No:  …………………………………………

Workplace:  ………………………………………………………………………………………………………………………………………..



	Investigation:  what was the cause of the accident and what action(s) have been taken or planned to prevent a similar incident reoccurring?

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


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

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

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

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


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

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

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



	Name of person completing this form:  …………………………………………………………………………………………………………

Job Title:  ………………………………………………………………………………………….  Date:  ……………………………………………….

Signed – Headteacher:  ………………………………………………………………………………………………………………………………….





Appendix 4
Violence Incident Record Form
School:………………………………………………………………………………………………………………………………………………………

	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 
	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
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	








What type of incident is it?





Complete a Reportable Injury Form – Appendix 3 and send to Head of Finance and Operations








Violence Incident


(see definition above)








Complete


Violence


To staff Form 


Appendix 1





At end of each term send Termly Violence Return Form (Appendix 4) to Head of Finance and Operations 





Was it an Immediately Reportable Violence incident?


(see definition below)





Complete Violence


To Staff Report


Appendix 1 





Take reasonable action to support individuals and prevent a recurrence





NO





YES





YES





No further paperwork to complete





No





Did violence incident lead to injury which resulted in the staff member needing hospital treatment, treatment from a GP of causing absence from work beyond the day of the incident?





No





YES





Complete Violence


To Staff Report


Appendix 2 





Did violence incident lead to injury causing


absence from work beyond the day of the incident?





Was the member of staff injured?





Complete Violence


To Staff Report


Appendix 2 





Did violence incident lead to injury causing


absence from work beyond the day of the incident?





YES





Ensure that any first aid treatment is logged in the Schools accident book 








No further paperwork to complete





Complete Violence


To Staff Report


Appendix 2 





Complete Violence


To Staff Report


Appendix 2 





Did violence incident lead to injury causing


absence from work beyond the day of the incident?





To be completed by the person in charge at the time of the accident.


Please ensure this form is sent to the Head of Finance and Operations within 5 days of the incident taking place – � HYPERLINK "mailto:sonia.green@leadinglearnersmat.co.uk" �sonia.green@leadinglearnersmat.co.uk�
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