1. INTRODUCTION
Aberdeenshire Council recognises the importance of maintaining a safe workplace for its employees and aims to achieve this by endeavouring to ensure that employees are not exposed to violence of any kind.  Where employees are subjected to violence, the Council will ensure that appropriate support is provided.  Managers and Supervisors have a particular role in ensuring that all their employees and contractors are aware of their obligations and comply with Aberdeenshire Council’s Policy on Violence at Work.

2. RECOGNISING ACTS OF VIOLENCE
Most employees who are confronted with aggressive behaviour find the experience upsetting.  However, it is perhaps unrealistic for employees to expect that they will never meet annoyed, upset or bullying people in the course of their duties or that they will never be at the end of certain aggressive or threatening behaviour. 
Additionally, some behaviour, particularly verbal abuse may appear to be inherent within the nature of the job.  It may also cause difficulties where this type of behaviour occurs between employees within the workplace, as what is acceptable behaviour to one employee may be totally unacceptable to another.  
Employees may tolerate certain levels of abuse despite the fact that it is upsetting and as a result such behaviour may go unreported.
It is therefore imperative that management not only identify areas of risk in the jobs that people do, but make clear to employees:

(i) that it is not a stigma to report violent behaviour, in any form.

(ii) it is essential if Aberdeenshire Council is to curb violence that employees should report all incidents.

(iii) that incidents of violence should be recorded in the appropriate section of the Corporate Accident and Incident Recording Database.

Managers and Supervisors have a responsibility to assess the risks of violent behaviour by following the steps listed below:

3. PROCEDURE

RISK ASSESSMENT AND MANAGEMENT
There is a legal requirement for every employer to carry out a suitable and sufficient assessment of the risks to their employees whilst carrying out work activities

These assessments should be formally recorded (on the currently available risk assessment form) and made available to all employees affected by the work.

Step 1. Identify the risk.

This can be achieved by carrying out a Job task analysis. 
This involves examining the specific task/s to identify areas where the potential for violence may exist

 for example:

· Home Carers – visits
· Social Work Offices - interviews

· Teachers and auxiliaries- unruly pupils
· Planners, engineers on site visits – irate members of public
· Community Services Officers

· Staff banking money - muggers
· Staff controlling leisure centres, libraries

Step 2. Identify individuals or groups who may be affected.

· Staff
· Clients

· Members of public

Step 3. Set your controls. 

Develop and implement preventative measures.  This will vary depending on the service involved. The following are examples of control measures.

· Change the job to give less face to face contact

· Where at all possible avoid working in isolated settings

· Identify from past history clients, 3rd parties with a tendency towards violence

· Train employees to deal with aggression

· Change the layouts of the workplace

· Issue personal alarms
Step 4 Record your findings

Use the Risk Assessment Form to record and communicate your findings.         (The risk assessment guidance should assist you where necessary) 

Step 5. Review

If an incident occurs or the activity changes and you believe that the risks may also have changed then you should review the assessment. (it is good practice to review the assessment on a yearly basis).

Record and Classify all incidents

Detailed records should be kept of all types of violent incidents.  This means taking note of such details as - place, time, type of incident, who was involved and the possible causes.  An incident report which can be used if you do not have access to the corporate accident an incident recording database sheet is annexed. This should be given to your line manager and the information recorded by your administrator. (list of administrators)    
It is essential for Services to know what type and frequency of incidents occurring so that appropriate steps can be taken to reduce or eliminate any risks.
For example here is a simple classification.
Physical abuse: this could result in a major or minor injury or emotional shock requiring first aid, out patient treatment, counselling, absence from work
Psychological or verbal abuse: The effects could include emotional shock requiring counselling, absence from work or feeling intimidated or under stress

Major injuries will be easy to classify.  However each service will require to decide how to classify other serious or persistent incidents.

As with any other injury, violent incidents should be investigated and  reviewed so that any additional controls deemed necessary can be implemented.   
Further, each service should undertake a regular review of their procedures and amend these as necessary in order to ensure the safety of employees.  This should be co-ordinated by a senior member of staff.
Assistance and counselling

Victims of violence may need help.  It is the responsibility of Aberdeenshire Council to ensure that any employee who is a victim of violence has the opportunity to be counselled and given any advice that may be required.  Counselling may be obtained from our Employee Assistance Provider who will treat any enquiries in strictest confidence.
 ADVICE
Services can receive support and advice from both the Health and Safety Unit and their nominated HR Officer within HR + OD Services.
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