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TITLE:
VIOLENCE AT WORK

PURPOSE/SCOPE:
To reduce the risks involved from violence at work, and to ensure that appropriate support is provided to any member of staff who may be physically abused, threatened or assaulted during the course of their employment in Cardonald College.

RESPONSIBILITY:
For updating, reviewing and record keeping lies with the Health and Safety Adviser.


For reporting an incident of violence against a member of staff lies with the individual employee concerned, to the Line Manager.


For ensuring appropriate support lies with the Line Manager, in consultation with Personnel.


For referring the incident to Personnel, Student Support and / or SMG for further action lies with the Line Manager.


For deciding whether the College should involve the Police lies with any member of the SMG.

DEFINITIONS: 
Violence in the Workplace:

Is to be defined as any incident in which an employee is physically abused, physically threatened or physically assaulted by a student, another member of staff or a member of the public, in circumstances arising out of the course of his / her employment at Cardonald College. 

APPENDICES:
Forms

Violence at Work Reporting Form (VWRF)

Reference Documents


Guidance to Staff on the Use of Force (VWG)

RELATED

INFORMATION:
Health and Safety at Work etc., Act 1974


Management of Health and Safety at Work Regulations 1999


HSC Education Services Advisory Commission “Violence to Staff in the Education Service”

RELATED

INFORMATION CONT:
Health and Safety at Work etc., Act 1974


HSE INDG69 (rev) “Violence at Work – a guide for employers”


Procedure 4:2:1 Discipline: Staff


Procedure 4:2:2 Grievance: Staff
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1.0
INTRODUCTION

1.1
Cardonald College recognises that as a responsible employer, there is a duty of care owed to employees under the Health and Safety at Work etc., Act 1974 and also under the Management of Health and Safety at Work Regulations 1999.

1.2
Staff involved in an episode of violence should not regard it as a negative reflection of their own abilities.
1.3
In addition to any action taken by the College, members of staff have the right as ordinary citizens to pursue matters further, including going directly to the Police, if desired.

1.4
Staff should be aware of what is meant by the terms “assault” and “use of force” in Scottish Law (This can be found in the Appendix Guidance to Staff on the Use of Force”).

2.0
REDUCTION OF RISK
2.1 Certain staff may be identified as most exposed to risk of violence, including for example:

a. Staff working alone (e.g. cleaners, lecturers)

b. Home visiting staff (e.g. outreach workers)

c. Those working with students who have behavioural problems.

Job risk assessments will take account of any additional risk of violence against particular groups of staff and will identify countermeasures to minimise such a risk.

2.2 Home visiting staff should plan journeys, inform associates of the timetable for the day and check to ascertain if there are any recorded episodes of violence at the locations involved. Such records will be available through Personnel and the Health and Safety Adviser.

3.0
REPORTING

3.1
It is important that staff report incidents of violence in order that strategies may be developed, assessed and modified in dealing with such incidents.
3.2
Incidents of violence should be reported to the appropriate Line Manager by using the reporting form (VWRF) available on the Staff Intranet. In some cases, it will be appropriate to make the initial report verbally and follow up with the reporting form later.

3.3
Violence at Work Report Forms will be copied to Personnel and to the Health and Safety Adviser by the Line Manager.

4.0
ACTION IN RESPONSE TO VIOLENT INCIDENTS

4.1
On receiving a report of a violent incident, the Line Manager will first ensure (in consultation with Personnel) that the victim is receiving suitable support e.g. medical attention, counselling, transport home. 

4.2
If the incident was serious, the Line Manager will refer to a member of the SMG to decide whether the Police should be involved in the investigation.

4.3
In the case of alleged violence by a student, the Line Manager will ensure that the incident has been reported to the Head of Student Support who will initiate the appropriate disciplinary investigation.

4.4 In the case of alleged violence by another member of staff, the Line Manger will pass the details onto the Personnel Manager, who will initiate the necessary investigation.

4.5 In the case of alleged violence by a more senior member of staff (e.g. Line Manager, Member of the SMG) the initial report from the “injured party” should be made to Personnel who will decide upon the appropriate action to be taken.

4.6 Should the incident involve a staff member and a member of the public (e.g. a student, a student’s relative, a client or visitor, a contractor), the Line Manager will consult a member of the SMG as regards appropriate action e.g. restricted access, banning from College grounds, the involvement of the Police
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