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	Activity / Person
	
	

	Service Area
	
	
	Resultant Risk Rating
Please tick

	Location or work
	
	
	

	Manager
	
	
	

	Assessor(s) including employee representative
	
	
	High
	

	
	
	
	Medium
	

	Date of assessment
	
	
	Low (normal)
	

	Review date
	



The Council’s Violence and Aggression Policy and Lone Working Standards and Guidance set out both the requirement and expectations for managing work related violence and aggression risks. 

How to use this risk assessment template: 
Typical hazards and risks for specific areas of work have been added to columns 1 and 2. 

Column 3 includes typical control measures which should be in place to manage the risks. Each greyed out point must be fully considered and where applicable to your service activity, this would be demonstrated by turning the grey text into black text. 

If a control is not relevant and does not apply, please leave it in place as grey text as this may apply in the future. 

If further action is required (typical examples in column 4), these should be added to column 3 when completed. Ideally you should be left with minimal items in column 4 because you want to achieve all active control measures being in place and recorded within column 3.    
 
You must think about specific hazards and controls relevant to your employee(s). This example risk assessment in not exhaustive. Please add any additional specific arrangements applicable to your service/team. The findings from this template can be added to your existing service/team risk assessment to provide a single view of risk. 

Do not just copy this example, as that may not satisfy the law and may not protect your employees. 









	Area of work/Task/ hazards?
	Who may be harmed and how? (risk)
	What are you already doing to control the risks?
	What further action is necessary to control the risks?
	Action by whom?
	Action by when?
	Date Completed

	Visiting service users / members of the public Premises
(Residential or Commercial) 

Locked in / hostage situation























Body fluids / drug paraphernalia 












	Staff may suffer assaults, threats, verbal abuse (including of a sexual nature) from service users / members of the public resulting in physical and / or psychological harm. 























Employees may come into contact with body fluids or drug paraphernalia and contract a disease.

	· Employees record details of visit in office diary/outlook.
· Visiting employees must carry mobile phones or other suitable communication device.
· Employee to assess building/room on arrival for safe seating/evacuation
· Emergency procedures developed to alert team if employee requires assistance 
· Joint visits are organised where concerns are evident with customer
· Employees instructed to park in well-lit locations where possible
· Local Service Hazard /Joint Visit / flag system viewed by employees prior to visit (e.g. Liquid Logic / CAPITA LBBD Hub)
· Potentially volatile contacts arranged to take place in LBBD managed buildings 
· Employees have been issued and familiar with the Violence and Aggression Policy and Lone Working Guidance 
· Employees have received tutor led Violence and Aggression (Conflict Avoidance/Lone work) training
· Personal Safety i-Learn module completed by employee(s) 
· Manager has completed Tackling Sexual Harassment at Work: A Manager’s Guide (learningpool.com) , Tackling Sexual Harassment at Work: A Manager’s Guide (learningpool.com) module on i-learn and discussed with employees
· Team members have completed Understanding and confronting sexual harassment at work (learningpool.com) module on i-learn 
· Incident reporting procedure in place
· Procedure in place for employees exposed to sharps / body fluids
· Employees aware of vaccinations available (via risk assessment) to prevent occupational diseases  Immunisation Advice 
· Employees aware of the support measures available to help manage possible psychological effects from aggressive incidents via the Employee Assistance Programme 

Please add any additional specific arrangements applicable to your service / team
	· Designated team member to monitor employee whereabouts.
· Visiting employee to contact office/manager/colleague if their schedule changes.
· Remind employees to ensure mobiles or other emergency communication devices are charged before a visit
· Remind employees to report any incident of abuse in connection with their job, even if it is outside of work hours.
· If requesting police assistance, please see Violence and Aggression Policy.doc (sharepoint.com)
· Team to discuss contact and agree procedure for “out of hours” work
· Employee(s) to complete periodic refresher ‘of the Personal Safety’ module via i-Learn
· Employees reminded of availability and encouraged to take up vaccinations available from Occupational Health including Hepatitis A, Hepatitis B, Tetanus/Diphtheria/Polio, Rabies
· If a meeting / contact may be potentially volatile, Security assistance to be arranged prior to the meeting by contacting Suzanne.Honeyman@lbbd.gov.uk Phone: 0208 227 5585
· Please follow guidance available on violence and aggression escalation routes for further action on perpetrators – Decision Tree
	
	
	

	Reception Areas 
(Within buildings)



	Staff may suffer assaults, threats, verbal abuse (including of a sexual nature) from service users / members of the public resulting in physical and / or psychological harm.

These may be a result of face-to-face interactions or via telephone / email communication. 

	· Reception Area layout has been assessed to maximise safety of employees, including:
· Items that could be easily picked up from the reception desk and thrown are not accessible to members of the public e.g. staplers, plant pots, personal items, hot drinks etc
· Screens in place
· Wide counter or raised flooring employees’ side to provide more protection
· Furniture in waiting area fixed to floor or heavy based so not easily picked up
· Area is well lit and free from trip hazards
· doors or hatches to reception desk kept shut / secured where available 
· Exits routes are not blocked
· Emergency procedures developed to alert team if employee requires assistance
· Panic buttons installed – procedure practiced 
· CCTV installed and signage clearly visible
· Zero tolerance (Welcome poster) displayed in prominent area(s)
· At least two employees on duty at all times 
· Employees have been issued and familiar with the Violence and Aggression Policy and Lone Working Guidance 
· Employees have received tutor led Violence and Aggression (Reception Areas) training
· Manager has completed Tackling Sexual Harassment at Work: A Manager’s Guide (learningpool.com) , Tackling Sexual Harassment at Work: A Manager’s Guide (learningpool.com) module on I-learn and discussed with employees
· Team members have completed Understanding and confronting sexual harassment at work (learningpool.com) module on i-learn 
· Personal Safety i-Learn module completed by employee(s) 
· Incident reporting procedure in place
· Procedure in place for employees exposed to sharps / body fluids
· Employees aware of the support measures available to help manage possible psychological effects from aggressive incidents via the Employee Assistance Programme 

Please add any additional specific arrangements applicable to your service / team / building
	· Customer care training provided to employees
· Consider staffing ratios at peak times to minimise waiting time
· Consider installation of a digital waiting time display where long waiting times are likely
· Employee(s) to complete periodic refresher’ of  the Personal Safety’ module via i-Learn
· If requesting police assistance, please see Violence and Aggression Policy.doc (sharepoint.com)
· Please follow guidance available on violence and aggression escalation routes for further action on perpetrators - Decision Tree

	
	
	

	Interview / Meeting rooms


Locked in / hostage situation

	Staff may suffer assaults, threats, verbal abuse (including of a sexual nature) from service users / members of the public resulting in physical and / or psychological harm.
	· Meeting room(s) layout has been assessed to maximise safety of employees, including:
· Items that could be easily picked up and thrown are not accessible to members of the public e.g. staplers, plant pots, personal items, hot drinks etc
· Screens in place
· Furniture fixed to floor or heavy based so not easily picked up
· Doors have clear and unobscured vision panel (windows)
· Employee seating is situated closest to the exit door 
· Exits routes are not blocked
· Emergency procedures developed to alert team if employee requires assistance
· Panic buttons installed – procedure practiced
· CCTV installed and signage clearly visible
· Zero tolerance (Welcome poster) displayed in prominent area(s)
· At least two employees on duty at all times
· Employees have been issued and familiar with the Violence and Aggression Policy and Lone Working Guidance 
· Local Service Hazard /Joint Visit / flag system viewed by employees prior to meeting where applicable (e.g. Liquid Logic / CIVICA)
· Employees have received tutor led Violence and Aggression training
· Personal Safety i-Learn module completed by employee(s) 
· Manager has completed Tackling Sexual Harassment at Work: A Manager’s Guide (learningpool.com) , Tackling Sexual Harassment at Work: A Manager’s Guide (learningpool.com) module on i-learn and discussed with employees
· Team members have completed Understanding and confronting sexual harassment at work (learningpool.com) module on i-learn 
· Procedure in place for employees exposed to sharps / body fluids
· Incident reporting procedure in place
· Employees aware of the support measures available to help manage possible psychological effects from aggressive incidents via the Employee Assistance Programme 
Please add any additional specific arrangements applicable to your service / team / building
	· If a meeting / contact may be potentially volatile, Security assistance to be arranged prior to the meeting by contacting Suzanne.Honeyman@lbbd.gov.uk Phone: 0208 227 5585
· Employee(s) to complete periodic refresher‘ of  the Personal Safety’ module via i-Learn
· If requesting police assistance, please see Violence and Aggression Policy.doc (sharepoint.com)
· Please follow guidance available on violence and aggression escalation routes for further action on perpetrators – Decision Tree

	
	
	

	The public realm
(Any space that is free and open to everyone - e.g., areas that are publicly accessible, including streets, squares, forecourts, parks and open spaces)
















Body fluids / drug paraphernalia 


	Staff may suffer assaults, threats, verbal abuse (including of a sexual nature) from service users / members of the public resulting in physical and / or psychological harm





















Employees may come into contact with body fluids or drug paraphernalia and contract a disease.
	· Employees/manager record details of locations being worked in in office diary/outlook.
· Employees carry mobile phones or other suitable communication device.
· Employee to assess location on arrival for safety (Dynamic / on the spot assessment)
· Emergency procedures developed to alert team if employee requires assistance
· Joint visits are organised where concerns are evident with customer. 
· Employees instructed to park in well-lit locations where possible
· Employees advised to retreat to vehicle or place of safety, move to a different location then call police and Supervisor for assistance
· Employees have been issued and familiar with the Violence and Aggression Policy and Lone Working Guidance 
· Employees have received tutor led Violence and Aggression (Conflict Avoidance/Lone work) training
· Personal Safety i-Learn module completed by employee(s)
· Manager has completed Tackling Sexual Harassment at Work: A Manager’s Guide (learningpool.com) , Tackling Sexual Harassment at Work: A Manager’s Guide (learningpool.com) module on i-learn and discussed with employees
· Team members have completed Understanding and confronting sexual harassment at work (learningpool.com) module on i-learn 
· Procedure in place for employees exposed to sharps / body fluids
· Incident reporting procedure in place
· Employees aware of the support measures available to help manage possible psychological effects from aggressive incidents via the Employee Assistance Programme 

Please add any additional specific arrangements applicable to your service / team
	· Employee to contact office/manager/colleague if their schedule changes.
· Remind employees to ensure mobiles or other emergency communication devices are charged before each shift
· Remind employees to report any incident of abuse in connection with their job, even if it is outside of work hours.
· Team to discuss contact and agree procedure for “out of hours” work
· Employee(s) to complete periodic ‘Personal Safety’ module via i-Learn
· Employees reminded of availability and encouraged to take up vaccinations available from Occupational Health including Hepatitis A, Hepatitis B, Tetanus/Diphtheria/Polio, Rabies
· If requesting police assistance, please see Violence and Aggression Policy.doc (sharepoint.com)
· Please follow guidance available on violence and aggression scalation routes for further action on perpetrators – Decision Tree

	
	
	

	Other?

Please add additional hazards / Risks and controls you have identified

	
	

	
	
	
	



It is important you discuss your assessment and proposed action with employees and their representatives.  A risk assessment is only effective if you and your employees act on it. You must follow through with any actions required and review it on a regular basis.  You should review your risk assessment if you think it may no longer be valid e.g. following an accident/incident, or if there are significant changes to the hazards in your workplace, such as new equipment or work activities. You should consider, at a minimum, an annual review of your assessment. Risk assessment guidance is available for further information and advice on carrying out a risk assessment.
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