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ASSAULTS ON STAFF - GENERAL CODE OF PRACTICE
1.
POLICY


The Council as an employer will fully support any member of staff assaulted or 
harassed through no fault of their own in the course of their duties.  The Code of 
Practice refers to incidents such as those involving physical violence, aggression, 
verbal abuse, sexual or racial harassment, and intentional damage to personal 
property.

2.
PREVENTATIVE MEASURES

The following key points should be borne in mind at all times:-

2.1
Be alert to risks and report them to your supervisor.  By doing this you may help a 
colleague in the future.

2.2
Never risk being assaulted.  If personal safety is threatened move away from the 
situation and if necessary call the police.

2.3
If you are assaulted move away from the situation and call for assistance.

3.
IMMEDIATE REPORTING

If you are assaulted or harassed at work, the key points to remember are:-

3.1 
Report the assault to your Supervisor verbally as soon as possible and inform your 
Trade Union representative (if a Member).

3.2
Complete Section 1 of the incident report form (copy attached) giving full details 
including a written statement detailing the incident in factual and concise terms.  This 
should be done as soon as possible after the event, before memories fade.  Opinions 
should be avoided.

3.3
Where more than one employee is involved, each person should complete a form.

4.
DUTIES OF SUPERVISORS
4.1
Supervisors who receive a verbal report of an assault should ensure that the employee 
completes the incident report form as soon as possible.  Where the person or persons 
assaulted are not able to complete the incident report form (e.g. due to hospitalisation) 



then the supervisor should ensure that a form is completed on their behalf.

4.2
The Supervisor should interview the employee as soon as possible and decide whether 
any further investigation or follow-up action is required e.g. where appropriate, the 
Supervisor should ensure that witnesses give written details as soon as possible.

4.3
The employee should always be advised to visit his/her doctor where an incident has 
resulted in physical injury.  In addition, the Council's Occupational Health Service 
offers counselling and support to staff affected by incidents at work.  In the event of 
actual bodily harm, a medical statement about the injuries should be obtained as soon 
as possible.

4.4
The Supervisor should complete Section 2 of the incident report form and send it to 
the appropriate Manager or Head of Service.  A copy should also be sent to the 
Departmental Personnel/Staffing Section for inclusion on the employee's personal 
file, a copy to Central Personnel (Employee Relations) for record purposes and a copy 
to Occupational Health.

NOTE

In discussion about the incident, employees can be accompanied by a Trade Union representative or workplace colleague.

5.
POLICE


A decision by management about whether to call the police should be taken as soon as 
is practicable and should take into account the severity of the incident.  Full account 
should be taken by management of the member of staff and Trade Union 
representatives advice.  The member of staff assaulted has the right to contact the 
Police direct in any event and the relevant Chief Officer and the Chief Personnel 
Officer should be informed. 


Where a Supervisor/Manager decides not to consult with the police, a note of the 
reason(s) should be made on the incident form.

6.
NOTIFICATION FOR HEALTH AND SAFETY PROCEDURE


Irrespective of the action taken in any individual case a standard accident report form 
must be 
completed, (Form PL1454/92), and passed to the Health and Safety Section 
without delay to ensure any necessary internal investigation is carried out and 
reported.  This is particularly important where the employee wishes to claim industrial 
injury.  A form 2508 may also need to be completed (check with your Manager).


This standard notification should be made even when the member of staff concerned 
has requested that no further action be taken.  This is for record purposes and to 
ensure possible risks are known in the future.  An annual report concerning assaults 
on employees will be made to the Corporate Joint Health and Safety Group.

7.
REMEDIES

Staff should be aware of the possible remedies available to them:

(a)
To seek compensation under their conditions of employment

(b)
To seek compensation from the assailant(s) by taking civil proceedings against them

(c)
To seek compensation in the criminal courts following a successful police or private 
prosecution of the assailant

(d)
The Criminal Injuries Compensation Board (CICB).

Compensation under (a) is covered by the Personal Injury Allowance Scheme (see MPPP - M2.11).

Staff should be advised to seek advice from their Trade Union representative(s), 

if appropriate.

8.
REPORTING THE INCIDENT TO THE POLICE

If it is decided to call the police they should be informed promptly and requested to 
take action.  The Police are sometimes wary of bringing assault cases where there is a 
clear conflict of evidence or in absence of corroborative evidence.  If the police are 
called then the name/number of the officer dealing and the reference given to the 
report should be carefully recorded as these may be needed for a compensation claim.

9.
OTHER ACTION


If the Police decide not to bring an action a member of staff should decide whether 
or not to approach his/her Trade Union or professional association or legal adviser 
for support to ask the authority for assistance in a private prosecution.

10.
COUNCIL ASSISTANCE IN LEGAL ACTION

General advice is always available to departmental management from the Legal 
Division and Personnel Division.  This advice is also available to employees in 
relation to incidents at work other than assaults e.g. vehicle and road accidents.


A decision by the Council on whether or not to support an employee in taking a 
criminal prosecution is normally taken by the appropriate Committee or under 
Council urgent decision procedure.  If agreement to support a prosecution is given the 
costs will normally be met by the relevant departmental budget.  The view of the 
member of staff will be given to the appropriate Committee together with the advice 
of the Departments Chief Officer, and the Chief Personnel Officer who will have 
consulted the Head of Legal and Committee Services as necessary.  Members will 
also be asked to approve meeting the costs of instructing private Solicitors if 
appropriate.


If circumstances arise where management do not intend to recommend such action 
then the matter will be discussed with the member of staff and Trade Union 
representative before a decision is taken.

11.
IDENTIFYING RISK AND SUPPLEMENTAL CODES OF 
PRACTICE

All staff can assist in identifying potential risk situations and suitable guidance should 
be incorporated into department codes, subject to consultation between management 
and Trade Union representatives.


It is particularly important that this general code is supplemented by specific Codes 
of Practice for staff groups where particular risks can be identified.  For example 
Field Staff in regular contact with the public or clients in potentially difficult 
situations where conflict may arise and lead to an assault.

12.
STAFF TRAINING


Whether staff undertake self-defence training or carry a personal attack alarm is a 
matter of personal choice.  However, appropriate training to ensure staff understand 
the recommended practice within their service should be arranged in consultation 
between management and Trade Union representatives.  This will be an on-going 
requirement.

13.
GRIEVANCES


A member of staff who has a grievance in relation to an assault or relevant Code of 
Practice should contact their Supervisor, Trade Union representative (if a Member) 
and if necessary raise it through the individual grievance procedure.

APPENDIX TO SECTION 3.17 -  ASSAULTS ON EMPLOYEES
INCIDENTS OF VIOLENCE AND/OR AGGRESSION AT WORK

- GUIDANCE NOTES FOR MANAGERS ON THE COMPLETION OF INCIDENT REPORT FORMS
If, whilst carrying out their duties, a member of your staff encounters physical violence, aggression, verbal abuse, sexual or racial abuse or harassment or if another person intentionally damages their personal property, they should be encouraged to report such incidents.

A specific form for recording incidents of violence and aggression against staff has been introduced to monitor the number and nature of assaults.    Where an incident results in a physical injury, employees must also complete an Accident Report Form in order to comply with Health and Safety regulations.

Forms for reporting incidents of violence and/or aggression at work (PL1454/B) are available from your Premises Manager, your Departmental Personnel Office or the Employee Relations Section, Room 336 at the Civic Centre.  

1.
EMPLOYEES' RESPONSIBILITIES

The employee should complete the first part of the form as soon as possible after the incident.  If the employee is unable to complete the form personally you should ensure that a form is completed on his/her behalf.  If more than one employee is involved, each person should complete a form.  

If a physical injury has been sustained an Accident Report Form (Form PL1454/92) must also be completed.

The employee may wish (if they are a union member) to inform their Trade Union representative and be accompanied by them or a work colleague at any discussions regarding the incident.

2.
SUPERVISOR/MANAGER'S RESPONSIBILITIES
You will need to interview the employee as soon as possible to determine whether further investigation or follow up action is required.

You will need to consider what happened, how it might have been prevented/foreseen and whether any changes in working practices should be recommended.  You will also need to decide whether to recommend that the police be informed (the employee is entitled to contact the police direct, irrespective of Management's decision). 

You should then complete Section 2 of the Incident Report Form and forward the white copy to your Manager, Headteacher or Head of Service.  Your comments should include details on preventative measures which could be taken to prevent reoccurrence.  You should also check that where appropriate the employee has completed an Accident Report Form and whether the incident is one which is "notifiable" to the Health and Safety Executive using the Accident and Dangerous Occurrence Report Form (F2508).

The pink copy of the incident form should be forwarded to the Occupational Health Service who can offer counselling and support to staff affected by incidents at work.  However, it is important that you advise the employee to visit his/her doctor where an incident has resulted in physical injury.  If the injury requires urgent medical attention staff should be referred to the Accident and Emergency Department at Northwick Park Hospital.

The blue copy of the incident form should be sent to your Departmental Personnel/Staffing section for the employee's personal file.  The yellow copy of the form should be sent to the Employee Relations Section, Room 336a at the Civic Centre for monitoring purposes.

Please ensure that all copies are legible.

Verbal Abuse

In some work areas a certain amount of verbal abuse is accepted by employees as part of the job.  It is also often difficult to distinguish between verbal abuse and harmless letting off steam.  However, it is the individual's perception of the incident which is important.  Managers should ensure staff are aware of the reporting procedure and encourage them to report any incidents where they feel the level of verbal abuse was unacceptable to them.  The reporting and monitoring of incidents may lead to preventative measures being taken.

3. 
FOLLOW UP ACTION
If no immediate follow up action is required, and you establish that no prior action could have prevented such an incident occurring, you will still need to consider the appropriate action to take in the likelihood of such an incident recurring.

You will need to 

a)
assess the risks involved;

b) 
make sure staff are aware of the risks;

c)
ensure you and your staff take every possible step to reduce their level of risk.

d)
regularly review the situation

4.
INFORMING THE POLICE

If you and/or your Manager/Headteacher decide the police are to be informed you should do this as soon as possible.  You should notify your Head of Service and Personnel Manager of this course of action.

You should also advise the employee assaulted of their right to contact the Police direct.

Where a Supervisor/Manager/Headteacher decides not to consult with the police a note of the reason(s) should be kept with the incident form.

5.
MONITORING
The forms used to record incidents of violence or aggression against staff are monitored regularly and reported to the Corporate Joint Health and Safety Group.  This group considers whether any Council wide guidelines or practices could be introduced which might reduce the number of such incidents.

6.
ADVICE
Advice on the procedure is available from your Departmental Personnel Office, the Employee Relations Section (Extension 2136 at the Civic Centre) and the Health and Safety Office (Extension 3582 at the Civic Centre).
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Employee Relations Service



