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ABERDEENSHIRE COUNCIL
POLICY: VIOLENCE AT WORK
1.
POLICY STATEMENT

Aberdeenshire Council recognises the importance of maintaining a safe workplace for its employees and aims to achieve this by ensuring that employees are not unnecessarily exposed to violence of any kind.  Where employees are subjected to violence the Council will ensure that appropriate support is provided.


The Council will strive to promote an environment free of violence and senior management will be responsible for ensuring that this is understood and adhered to by all employees of the Council.

2.
SCOPE OF THE POLICY

This policy applies to all employees of Aberdeenshire Council and to contractors of the Council and any breach of its terms may result in disciplinary action being taken or in the case of contractor’s non-renewal of contracts.

3.
DEFINITION OF VIOLENCE

Violence is any incident in where an employee is verbally abused, threatened, or physically assaulted by a member of the public, other employee or other third party in circumstances arising out of the course of his or her employment


Any of these may occur either within Council premises, on outside visits or out with working time when it is in connection with work.


Verbal abuse is clearly covered within Aberdeenshire Equality policy.  The other issues will require to be addressed by individual Services under their legal requirement to carry out Risk Assessments, through the initial process of job task analysis.  This process can be carried out with the assistance of the Health and Safety Unit.  Proactive guidance on Risk Assessment is in the attached guidance notes for managers.  This will decrease the possibility of employees being threatened or assaulted by reducing their exposure to risks.


Each Service should endeavour to ascertain if problems exist by canvassing the views of employees either through line managers or by way of a questionnaire, during the risk assessments (see Guidance Notes).

4.
RESPONSIBILITY

All employers have a legal duty under Section 2 (1) of the Health and Safety at Work Act to ensure so far as is reasonably practicable, the Health, Safety and Welfare of their employees.  This duty also extends to protecting employees from violence, in terms of job design, working practices, personal safety equipment, training etc.


Management will take a proactive approach to violence ensuring the Health and Safety of Aberdeenshire Councils employees.


Employees also have a legal duty to look after themselves, and, not to endanger others by their acts or omissions.  They also have a duty to report any dangerous situation to their employer.  These duties, as with the employer, extend to violence.


Violence can lead to low morale and a poor image for Aberdeenshire Council.  It can also mean extra costs, in terms of absenteeism, higher insurance premiums and compensation payments.

5.
TRAINING

Training is a recognised method of reducing the potential for violent behaviour occurring or escalating from different situations.  However it must not be treated as the only answer, it is one control measure which reduces the risk; it cannot eliminate violence, therefore managers must look at other methods to help reduce the exposure of staff to violence, in conjunction with training (see Section 3 Step 2 - Guidance Notes).


Training will be co-ordinated by Development and Training and the cost of the training will be covered by the corporate training budget.


A course of 1 day duration will be available for front line staff dealing with controlling violence in the workplace.  Briefings for managers on the policy and its implications will also be considered for managers.


Training will also be able to be tailored to the needs of services resulting from the risk assessment process detailed in the guidance notes.

6.
PROCEDURE
6.1
Verbal Abuse

An employee should report the abuse to their manager/supervisor.  Thereafter, an Incident Report Form should be completed, after a structured debrief has been held.  It is the responsibility of the individual manager/supervisor to take appropriate action, to settle the complaint.  Advice can be obtained from Personnel Services.

6.2
Physical Abuse

If there is physical violence the incident should be reported and recorded as for verbal abuse, using the Incident Report Form but if an injury also occurs it should also be reported as an accident at work in accordance with Personnel Briefing Note 5/97.


It is the responsibility of the individual manager/supervisor to take appropriate action to settle the complaint.  However, if an employee wishes to contact the Police then management should give them every support.  Management may contact the police in their own right regarding incidents to ask for advice in resolving the situation.


Report Procedure

The Incident Report Form initiated above should be held by a senior member of staff nominated by the Service to identify problem areas and a copy sent to the Health and Safety Unit in Personnel.

6.3
Support to Employees

Where verbal and physical abuse occur support should be offered by line management as soon as practical after the incident.


An attempt to resolve the issue should be made within 5 working days of receiving the complaint.


This initial support may lead to the employee requiring further counselling.  This is available from the Occupational Health Services of the Council in accordance with Personnel Briefing Note 15/97.

7.
GUIDANCE FOR MANAGERS

Guidance notes for all managers to facilitate the appropriate application of the policy are available

