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Highcliffe School


VIOLENCE AT WORK

GUIDANCE AND PROCEDURES.

Highcliffe School takes a serious view of any incident of violence against its employees. As an employer the school will support any employee who is assaulted or threatened in the course of their duties and it is the responsibility of senior managers to ensure that their staff are adequately trained and competent to fulfil their duties in a manner which will not escalate or promote the likelihood of violence occurring.

The school also acknowledges that no person should have to work in fear of assault and that an incidence of violence should not be seen as a reflection of an employee's ability.

INTRODUCTION

School employees who deal directly with the public (i.e. with students, parents or clients) may face aggressive or violent behaviour. They may be sworn at, threatened or, on rare occasions, attacked. This guidance document gives practical advice to help managers staff and managers decide if violence is a problem for their staff and, if it is, how to tackle it. 

Guidance is provided on:

· Identifying the potential risk areas for violence

· Controls to reduce the risk of incidents

· The reporting, recording and investigation of incidents

· Support for staff who are victims of violence.

DEFINITION OF WORK RELATED VIOLENCE

The Health and Safety Executive’s definition of work related violence is ‘any incident in which a person is abused, threatened or assaulted in circumstances relating to their work’.

Verbal abuse and threats are the most common type of incident. Physical attacks are comparatively rare.

Violence covers many areas including:

· Physical attack by a person or an animal belonging to a person

· Threatening behaviour or abusive language 

· Rude gestures, innuendo

· Sexual or racial harassment or bullying

· Damage to staff property, e.g. car or personal effects

RISK ASSESSMENT

To deal with violence issues managers must carry out a risk assessment and then implement controls to remove or reduce the risk of exposure to reasonably foreseeable violence. The following paragraphs will assist in carrying out the assessment.

Who is at Risk?

Some activities carried out in schools can give rise to a reasonably foreseeable risk of violence to staff. Examples of these are set out below:

	Work Activity
	Staff

	Working with and supervising students or young people with challenging behaviours
	Teachers, educational psychologists, student referral unit, day care and foster home, Looked After Children staff, midday supervisors, youth workers

	Dealing with angry/difficult members of the public
	Teachers, Admin Staff, Psychologists

	Lone working 
	Student Referral Unit, Specialist Support and Alternative Provision staff; Traveller Education Service; childcare staff; caretakers, cleaners

	Evening working
	Caretakers, cleaners; childcare staff

	Cash handling
	Admin staff


The above table is by no means exhaustive, but illustrates the areas managers need to look at to consider risks in their particular work environment.

Why Managers Should be Concerned

Both managers and staff have an interest in reducing violence at work. For managers, violence can lead to poor morale and a poor image for the school/service, making it difficult to recruit and retain staff. It can also mean extra cost and increased absenteeism. For staff, violence can cause pain, distress and worse. Physical attacks are obviously dangerous but serious or persistent verbal abuse or threats can damage the health of staff through anxiety or stress.

How to Assess

Assess your premises or area of responsibility to ascertain where potential problem areas may lie. The table above will assist in identifying some of the risk activities and members of staff who may be vulnerable.

You may think that violence is not a problem at your area of the school or that incidents are rare. However, the views of your staff may be quite different.  Ask your staff if they ever feel threatened. Provide them with feedback so they realise that you recognise the problem. Evidence suggests that women are more likely to be subject to work related violence.

Discussion with Trade Union Safety Representatives will be of use, as will reviewing data contained in incident reports. 

The assessment process may highlight a number of areas of concern. The following paragraphs give details of practical control measures.

It is very important, however, not to raise groundless concern over the problem of violence or to lead staff to believe that major alterations to working areas should be made in a short space of time. 

Control Measures

To be effective control measures should be based on a suitable assessment of the risk. Measures will need to be specific to a particular location. 

Staff are likely to be more committed to the measures if they help design and agree them and put them into practice. A mix of measures often works best. Concentrating on just one aspect of the problem may make things worse in another.

Areas to consider include:

· Physical aspects of the premises

· Work practices and patterns

· Staff training and information

Physical Aspects

The school will consider carefully the design of the building and how it could be improved to reduce the likelihood of incidents of violence. Some suggestions are:

Reception Areas

Easily identifiable reception areas or entrances which allow staff to receive visitors, direct them to their destinations, answer queries etc. go a long way towards reducing people gaining unauthorised access or becoming frustrated or angry due to confusion etc. You should consider the following factors:

· The location of reception areas should be close to the main entrance

· They should be clear and unambiguous and adequate signage should be used to direct persons

· They should be well lit and contain appropriate furniture. Reading materials may be required if visitors have to wait to be seen

· They should not isolate reception staff from assistance if required

· If the risk of violence is perceived to be high, consideration should be given to fitting alarm systems and/or protective screens There are some indications, however, that obvious alarm systems/protective screens can encourage violence. An alternative to screens may be to fit wider counters providing a safe distance to prevent an attack without giving security a high profile. Concealed panic buttons may also be a suitable alternative to more obvious alarm systems.

Interview/Meeting Rooms

Simple steps to minimise risk include altering the layout so that staff are seated between the client and the door to maintain an escape route if required. Interview rooms should not be totally isolated and vision panels in the doors fitted unless good reasons exist for not fitting these.

Security

Being able to identify people and to secure the premises as much as possible can be achieved by considering the following:

· Use of identity cards and visitor passes etc.

· Minimising the number of entrances to the premises

· Installation of fencing at strategic places

· Ensuring landscaping does not act as a screen for potential intruders

Work Practices and Patterns

Managers must ensure that safe working practices are created and followed. Your risk assessment may have identified particular jobs or activities that have potential for violence. 

Home Visits and Lone Working 

An area of higher risk is where visits are undertaken away from the workplace, e.g. home visits. Managers should ensure that staff record places to be visited, people to be met and the estimated timescale.

The mechanism for keeping such records will vary depending on the normal pattern of work and general operational considerations. Managers should, therefore, determine the most appropriate means of ensuring that the whereabouts etc., of their staff is known given the nature of the work involved.

If lone working is involved, a risk assessment must be carried out and a local lone working procedure created setting out the control measures for the group of staff concerned. See the Lone Working policy for more information.
Separating Fighting Students or Young People

Many of the violent incidents that do occur involving staff at school premises stem from attempts to separate fighting students or young people.

It is not reasonable to set a blanket policy on this matter as clearly there will be times when such action will be necessary. However, there will also be occasions when the risk to the personal safety of the member of staff will be perceived by them as being too great.

It is important, therefore, that local procedures emphasise that staff are not required to perform such a function unless they consider their own safety in advance. 

The school will produce a clear disciplinary/behaviour code for students and young people which makes it clear that violence towards and abuse of any member of staff or the wider community will not be tolerated.  

RECORDING, REPORTING AND INVESTIGATION

This is crucial in order to identify the scale of the problem and to devise and monitor preventive strategies. Surveys of staff by teaching unions have demonstrated that there is significant under-reporting of violence at work.

Recording and Reporting

All violent incidents involving staff (and governors/volunteers) must be reported to the Head Teacher and an Incident Report Form completed in line with guidance contained in the reporting incidents policy.
Some staff may be reluctant to report incidents of aggressive behaviour which make them feel threatened or worried. They should not feel that accepting abuse is part of the job. Encourage staff to report incidents promptly and fully and let them know that this is what you expect.
You will need a record of all incidents to enable you to build up a complete picture of the problem. Do not use the Incident Report Form to record acts of violence between students/young people. These will be logged using the system for incident reporting the school has adopted.
Investigation

The headteacher, manager or other nominated person should investigate all incidents of violence against staff and record the results on the Incident Report Form. 
The incident investigation should establish:

· What happened and why?

· Could it have been prevented?

· Is there a likelihood of a recurrence in similar situations?

· Is a change in working arrangements necessary?

· Is any formal change in your violence risk assessment necessary?

Feedback on the outcomes of the investigation to the employee(s) involved is essential.

If a known person is responsible for intimidating behaviour etc. it may be appropriate for the school to send a formal warning letter to the individual and consider informing the Police. If someone is persistently displaying violent or aggressive behaviour towards one or more members of staff, staff should consult with their manager to review the service to that person. As a last resort withdrawal of service may be contemplated but such a decision would be made by the Headteacher.

The Role of the Police

If there is a severe disturbance, assault or threat of violence, the Police should normally be called unless other considerations apply. Following other incidents management should decide whether to involve the Police and if appropriate consultation should take place with the employee(s) involved in making this decision.

If the Police are involved, it may be decided by the Crown Prosecution Service to prosecute an assailant. If, however, the Crown Prosecution Service decides not to prosecute, the employee has the option of pursuing the matter by taking private legal action against the assailant.

If it is decided by the individual to take private legal action, it should be remembered that they have already suffered from the assault itself and it is important that they are reassured and guided in seeking legal redress.

SUPPORT FOR STAFF

If an employee is injured in, or otherwise suffers as a result of a violent incident in the course of their work, the school will provide support as summarised below.

If the employee is injured or in shock, assistance should be given with arranging medical treatment. Support must be given to the employee, however, over and above medical attention. Initially there should be no presumption of failure by the employee because violence has occurred. Supervisors should talk through the incident as soon as possible.

Staff should be advised of the legal options open to them and in some circumstances it may be appropriate to refer to individual to their trade union for legal advice.
Counselling

Counselling should also be offered either by the Headteacher, or a professional counsellor, depending on the circumstances and the wishes of the employee. The person concerned may wish to make their own counselling arrangements either through their trade union or independently. If this is the case the employee should be supported and compassionate leave allowed accordingly. If private counselling is arranged, either through the school or directly by the individual, the school will meet reasonable costs for up to five counselling sessions. This may be extended when necessary.

Sources of Compensation for Staff who Suffer Violence/Attacks against Property

Individuals who are injured or suffer damage to their property through no fault of their own and because of their work should not be financially disadvantaged. In such circumstances, where injuries are sustained which result in absence from work, the absence will be considered as arising out of work and will not, therefore, count against the normal sick pay entitlement. If full and half pay allowances become exhausted, sympathetic consideration will be given to extending these depending on the circumstances of each case.

National Conditions of Service prescribe various payments to compensate for permanent disablement or death. 

If the injuries are the result of an assault it may also be able to claim compensation from the Criminal Injuries Compensation Authority (CICA), Morley House, 26-30 Holborn Viaduct, London EC1A 2JQ; tel: 020 7842 6800. To obtain an application form, or to receive general advice on the claims procedure, contact the CICA helpline on 0800 358 3601; or visit the website at www.cica.gov.uk
MONITORING AND REVIEW

To assess the effectiveness of these procedures, it will be necessary to monitor their implementation and subsequent operation. This should form part of the annual general review of the schools health and safety policy.

HARASSMENT OF STAFF BY MEMBERS OF THE PUBLIC

INTRODUCTION

This policy on harassment of employees by members of the public should be read alongside the preceding Violence at Work guidance. It is intended to extend the scope of that guidance, not to replace it.

BASIC PRINCIPLES

All employees Highcliffe School have the right to respect when carrying out their duties.

· The school is committed to ensuring that its employees are not repeatedly harassed by members of the public in the carrying out of their duties.

· The schools believes that  it is a fundamental principle of our policies that all people are equally valued regardless of their gender, age, disabilities, race, ethnic origin, language, religion or sexual orientation. We will work with others in seeking to eliminate discrimination, harassment and attacks on any group or individual.
LEGAL CONTEXT

The Race Relations (Amendment) Act 2000 placed general duties on all public bodies to eliminate unlawful racial discrimination and to promote equality of opportunity and good relations between persons of different racial groups.

The definition of a racist incident is “any incident which is perceived to be racist by the victim or any other person”. This has been updated by several other pieces of legislation which make harassment or victimisation an unlawful act and state that harassment occurs when a person, A, subjects another person, B, to unwanted conduct on grounds of race or ethnic or national origin that has the purpose or effect of violating B's dignity; or creating an intimidating, hostile, degrading, humiliating or offensive environment for B. 

In particular, the Protection from Harassment Act 1997 states that  “A person must not pursue a course of conduct which amounts to harassment of another, and which he knows or ought to know amounts to harassment of the other.“

Harassment on the grounds of disability is unlawful under the Disability Discrimination Act (Amendment) Regulations 2004.

The Employment Appeal Tribunal has described the essential characteristic of sexual harassment to be “words or conduct which are unwelcome to the recipient, and it is for the recipient to decide for themselves what is unacceptable to them and what they regard as offensive.”

WHAT IS HARASSMENT?

The ways in which harassment takes place will vary. The common factor is that the behaviour is unwelcome to the recipient.

As well as racial and sexual harassment there are other forms of non-violent harassment and discrimination that may occur where employees interact with the public, including:

· Name calling

· Hostility

· Ridicule, offensive language, swearing

· Offensive written or electronic communication

· Offensive or unwelcome jokes, insinuations and gestures

· Pestering, following

· Offensive actions and behaviour

When non-violent harassment occurs it can cause stress and distress to employees. The school will not tolerate harassment and discrimination to its staff from members of the public.

WHAT DO I DO IF I AM HARASSED BY A MEMBER OF THE PUBLIC?

If you feel able to tell the member of the public that their behaviour is unacceptable and unwelcome, without inflaming the situation, you could do so. This is only advisable where you are sure this is the right response. If you are not sure, the best course of action is to try to bring the incident to a close.

It may feel natural for you to try to defend yourself aggressively in such situations, but this course of action is often likely to make the situation worse, rather than better. You should try to remain calm and clear-headed whilst you remain with the member of the public. You must remember that losing your temper (however much you are provoked) will lessen your defence against the harassment and reduce the chance of withdrawing the service, where this is possible.

Make a record of the details of the incident, and any others of which you are aware involving the same aggressor.

After the incident you must report the matter to your line manager. No action can be taken until the matter is reported and if incidents go unreported, they are more likely to be repeated.

Your manager will discuss the situation with you and agree on a course of action. This will usually mean informing the member of the public that their behaviour, in harassing a Council employee, was unacceptable and trying to re-build the relationship.

Reaching a solution in meetings with the member of the public may be very difficult. In some situations, it may be advisable to use a trained mediator. For information about mediation, please contact your Personnel Officer.

Schools can withdraw consent for parents/students coming onto the school site provided that they have caused a nuisance and disturbance. This power is obtained under the Education Act 1996. 
GUIDANCE ON HANDLING SPECIFIC SITUATIONS: 

WHERE A PARENT HARASSES A TEACHER

Where a parent has harassed a teacher/staff member further action should normally take the form of a letter from the headteacher to the aggressor. The letter should underline the fact that it is not acceptable behaviour to harass a member of staff and that if the parent wishes to discuss the matter further an arrangement for this can be made. The subsequent meeting should take place in the presence of the headteacher and a governor. This meeting should not involve the member of staff who has been harassed.

Where there are repeated cases of harassment by the same aggressor the headteacher should undertake a risk assessment using guidance above.

If the teacher feels that there wouldn’t be any risk in drawing the attention of the member of the public to their unwelcome behaviour and in asking for it to cease, they must get their manager’s agreement before taking this course of action.

The situation should continue to be monitored and recorded.

If you feel unable to talk to the member of public about their behaviour, your manager should make arrangements with you for you both to discuss the situation with the client.

REFUSAL OF SERVICE

Where a client has refused to accept service from a particular person for a reason related to their sexuality or ethnicity, or for another inappropriate and discriminatory reason, this will be seen as refusal of service and should be documented as such. The manager should write to the client with an explanation of the consequences of their actions, giving the client the option to withdraw their refusal.

Withdrawal of Service

Where a discussion between the client, employee and manager does not have the effect of the harassment ceasing, the manager should write to the client to warn them that their behaviour is unacceptable and that withdrawal of service will be considered.

At all points under “Refusal of service" it is necessary to consider the context in which the harassment is taking place, for example, a client may have a condition that leads to inappropriate behaviour, or may be under stress or in despair. Consideration should be given to the effect of withdrawal of service, based on the needs of the individual.

A decision to withdraw service should only be made by the Headteacher after taking legal advice. Such action should be documented.

Where Withdrawal of Service is Not an Option

There may be situations where withdrawal of service is not an option, for example, where there is a court order to provide service, e.g. work with young offenders, child protection and looked after children. In such situations, it is the responsibility of managers to put safe alternative arrangements into place, based on risk assessment.
This policy should be read in conjunction with the school’s Safeguarding Policy and Procedures (including Child Protection).  All our practice and activities must be consistent and in line with the Safeguarding Policy and Procedures noted above.  Any deviations from these policies and procedures should be brought to the attention of the Headteacher so that the matter can be addressed.
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