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1.  Introduction 

St. Bart’s Multi Academy Trust (SBMAT) is committed to protecting the health, safety and welfare of 

all employees and others affected by its work. Violence and abusive behaviour is unacceptable, and 

employees and others must be protected as far as is reasonably practicable.  

To ensure that all employees have the confidence that the Trust will deal with all instances of 

violence, aggression and abuse in a robust and pro-active manner, the Trust have adopted a zero 

tolerance approach to protect employees.  

SBMAT will take all reasonable steps to ensure that violence to its employees is eliminated, or the 

risk of harm minimised in situations where it cannot be eliminated. 

In the context of the SBMAT statements on Health, Safety and Welfare, Principals amd Senior 

Managers and Team Leaders are obliged to ensure that arrangements are made within their 

establishments/Teams to translate this guidance into practical measures to deal with violence. 

 

2.  Scope 

This policy encompasses all employees and non-employees where a specific duty of care is owed e.g. 

pupils and service users. The policy applies to intentional acts of violence. 

 

3. Risk Assessment  

Workplace violence is ‘any incident where persons are abused, threatened or assaulted in 

circumstances relating to their work’. This includes colleagues/parents. This means: 

 

 Physical violence – kicking, spitting, hitting, pushing, use of weapons; 

 Verbal abuse – shouting, swearing, insults, racial or sexual abuse; 
threats and intimidation. 

 

The impacts of workplace violence are two-fold: 
 
Impacts on people: 

 Physical injury.  

 Stress/fear/anxiety – which can have long-term effects on health. 

 De-sensitisation to violence. 

 Job dissatisfaction and poor performance. 
 
Impacts on service provision: 

 Lost staff time from injuries and stress. 

 Higher staff turnover, leading to increased recruitment and training costs. 

 Damage to reputation.  
 

4. Responsibilities 

The Employer will: 

 Take all reasonable steps to promote the safety and well-being of employees by preventing 
such incidents or, where they occur, minimising their adverse effects. 
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 Provide counselling support to help employees deal with the effects of violence and stress to 
which they have been subjected in the course of their employment. 

 

The Principal will: 

 Promote the reporting of violent incidents and verbal abuse/threats. 

 Identify whether or not there is a problem of potential violence in their areas of work through 
the risk assessment process. No employee should be asked to carry out duties that would place 
them in danger of violence. Ensure risk assessments in place are regularly reviewed where 
circumstances change. 

 Immediately after an incident or as soon as it is appropriate, ensure that the needs of the 
victim are addressed and met by speaking directly to them. 

 Investigate every reported incidence of violence. 

 Assist staff in reporting violent incidents to the police, with victims’ knowledge and consent. 

 Allow employees reasonable paid time off from duty in order to receive training, counselling 
or medical treatment. 

 Report the violent incident, in conjunction with the employee in question on the 
incident/accident form. 

 Ensure staff receive adequate and appropriate training and support.  
 

Employees will: 

 Take care of their own health and safety as well as their colleagues/pupils.  

 Report incidents of workplace violence to their manager. 

 Raise issues of concern with the appropriate line manager, senior manager, Trade Union safety 
representative or health and safety rep. 

 Participate in training events and the risk assessment process. 

 Perform their duties in accordance with established policies and procedures, guidelines, codes 
of practice, instructions and rules.  

 Not knowingly carry out any activity that would put  them at risk of violence.  

 Employees should ensure that they have read and understood all risk assessments regarding 
potential violence and aggression and must comply with the appropriate control measures. 

 

5. Risk Assessment 

Overview 

It is the responsibility of Principal to identify situations where there may be a risk of violence to staff.  
A risk assessment must be carried out with a view to reducing the risk to the lowest reasonably 
practicable level. This may involve the nominated Trade Union Health and Safety Representative and 
or the link Governor for Health and Safety where available. The key stages are to identify risks, where 
and whom they affect and how the risks can be managed. Risk assessments should be used as a 
preventative tool and should be revisited on a regular basis. 
 
An appropriate risk assessment should always include information regarding the pupil/clients family 

history in order to identify past incidents, or likelihood, of violence. Where this has been established, 

employees should not be expected to have lone contact. 

Examples of Risk Control Measures for Schools 

 External lighting of access footpaths and car parks.  

 Minimise undergrowth or screening which may make employees vulnerable to surprise attack. 

 Provide training opportunities on dealing with aggression and personal safety. 
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 Minimise the need for cash to be handled. 

 Stagger banking times and change routes and vehicles used. 

 Protect staff from uncontrolled public access. 

 Consideration of staff with medical conditions or who are pregnant.  

 Choose employees who have the knowledge and ability needed to work safely without direct 
supervision. 

 Arrange to supervise employees who work alone on a regular basis.  

 Avoid duties that employees undertake alone and where there is a foreseeable risk. 

 Provide personal attack alarms.  

 CCTV in public areas. 

 Two-way radios.  

 Avoid situations where false allegations can be made. 

 Prepare specific procedures for high-risk activities e.g. call-out procedures for vandalism. 

 Decide which circumstances or situations employees should never be on their own. 

 Make staff aware of the locality of first aid equipment and first aiders. 

 Ensure safe exit is possible in foreseeable emergency situations. 

 Provide training opportunities for disengagement techniques. 

 Ensure access to communication equipment for use in an emergency. 

 Provide access to first aid equipment. 
 

6.  Reducing Potential Violence 

A Culture of Safety Awareness 

It is vital to develop a culture where the school management and staff are naturally aware of risks in 

the work environment and take a responsible attitude toward them. Violence towards staff is no 

different. Some points to consider are as follows: 

 Be mindful of their own safety and that of their colleagues. 

 Treat members of the public professionally and with dignity. 

 Feed back concerns to management on a regular basis. 

 Follow policies, procedures and guidelines. 

 Participate in training. 

 Report and record all incidents of violence. 

 Contribute to investigations of incidents. 

 Make use of all available employee support and counselling. 
 

Some school buildings have wings or sections that are geographically isolated from the rest 

of the premises. If there is a foreseeable risk to staff who work in these areas, then simple 

measures for communication (e.g. telephone/two-way radio) should be put in place. 

Visitors and contractors should be controlled through the use of clear signage directing them to the 

main reception area. All SBMAT establishments should have a secure entry system in place and a 

Visitors signing in book. All visitors and/or contractors should wear visible identification and should 

be escorted  around the building.  

The school/establishment should have clear written procedures in place for visitors and/or 

contractors on site and for challenging any person not authorised to be there. 

Schools are private property, thus persons entering without permission or lawful authority to be 

there may be treated as trespassers. 

Schools can ask a trespasser to leave. If they refuse to leave, a police officer or authorised person 

may remove the trespasser. 
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Parents have an expectation that they should be allowed to enter school premises, for example to 

bring or fetch children to and from school. However, parents should conduct themselves properly. 

Reception Areas 

The potential for violence in reception areas can be reduced by how visitors are treated, and by how 

the room and building is designed and set out. Some points to consider are as follows: 

 Receive visitors in all locations courteously. 

 Make sure the visitors’ sign in. 

 Ensure that people waiting are informed of any delays. 

 Display violence warning poster.  

 Reception areas should have easy access, be secure, have good lighting, be well 
signposted and have a calm, inviting atmosphere. 

 

Interview Rooms 

Interview rooms can be places where violent incidents occur, often because of the issues discussed 

during meetings or interviews with parents and pupils. Consideration must be given as to how the 

room is designed and set out, and the procedures for using interview rooms. Some points to consider 

are as follows: 

 Interview rooms should not be in an isolated part of the building. 

 There should be a way of looking into the room from outside. 

 Where appropriate, have two staff present or staff close by. 

 Furnishings and decoration should create a calm professional atmosphere. 

 Do not have anything in the room that could easily be used as a weapon or thrown. 

 There should be access to a phone. 

 Staff should always be closest to the door (two doors can make this easier). 
 
Alarm Systems 

All establishments should have adequate ‘alarm’ systems and/or procedures in place to alert others 
that assistance is required to prevent a violent or aggressive incident.  
 
A risk assessment should be undertaken as part of general security and risk management systems. This 
may include personal alarms or radio alarm systems. 
 
Clear procedures should be developed on who will intervene and how, when an alert has been 
activated. 
 
No employee is expected to be put at risk to protect property. 
 

7. Lone Working  

Home Visits 

It is usually better to arrange for meetings to be held at the school, but in some situations, home visits 

will be necessary.  

 

There must be a risk assessment for home visits in place, and staff who go out on home visits must 

follow it and be encouraged to update it where needed. Employees should be made fully aware of the 

following guidelines: 

 Do not make visits alone where there is a known history of violence, or if there is no 
information about the people being visited. 
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 Check the address – for example, check the telephone directory and cross match the name 
and address if the client is unknown. 

 Do not be drawn into meeting elsewhere. 

 Visits should, wherever possible, take place during normal working hours. 

 Request permission to bring a colleague if there is any reason to suspect that there may be a 
risk of violence. 

 Make sure that the time for any visit is appropriate. 

 Make sure the Principal or suitable colleague knows exactly where the member of staff is 
going, any relevant telephone number so that communication is possible, and the expected 
time of return. 

 If delayed, notify colleagues at school. 

 Make sure you follow the person in, and offer to close the door so that you see how it can be 
unlocked. 

 Try to sit closest to the route out of the home. 
 
Dangerous Animals 

Checks should be made as to whether the home contains any animal that could cause injury to the 
employee.  
 
Where a dangerous animal is likely to be present, such as a dog, the risk assessment should include 
appropriate controls to eliminate the risks. For example, request that the animal is removed to a secure 
area or arrange the meeting at an alternative venue 
 
Outside Locations and Security 

It is important to identify everyone who might be involved in this type of work, and to assess and 

control the foreseeable risks. For example, Site Staff who work alone and in external areas during 

school holidays or are on site late following events etc. Communication or a means of raising the alarm 

should always be provided to those who work on their own or in isolated situations.  

 

Travelling Alone 

Staff travelling may be at risk of violence in some situations, for example, following a road traffic 

accident or breakdown. Precautions and checks should be made for staff travelling alone. The 

precautions are generally straightforward and may include: 

 Communicating where you are going and when you will be expected back. 

 Carrying means of communication e.g. mobile phone. 

 Keeping maps or satellite navigation systems of the areas they need to travel in and having a 
plan to deal with breakdowns and road traffic accidents. 

 Only travelling in your own car if you have the appropriate insurance and the Principal has 
verified this.  

 

Handling Cash 

Follow sensible precautions to minimise the risk of theft or robbery, such as: 

 Avoid the need to carry cash wherever possible. 

 Avoid setting patterns - vary routes, parking and timing as much as possible. 

 Do not take cash home. 

 Keep cash out of sight. 

 Give change from a separate, small float. 

 Do this job in pairs. 

 Never discuss the fact that cash is carried or collected.  

 Personal safety is the most important thing. 



 

 9 | P a g e  

For further information, please see SBMAT Lone Working Policy. 
 

8. Pregnant Workers 

It is the duty of employees to inform their Manager as soon as they think they might be pregnant.  

A specific risk assessment must be undertaken and should include any potential risk of violence and 

aggression. 

An assessment should be made of recent history of violence and aggression in the employee’s area of 

work in particular, and in the establishment in general. Redeployment to an area with minimal risk 

should be considered where a significant risk to the employee has been identified. 

 

9. Indicators of Potential Violence 

Difficult Situations 

Violence is more likely in situations where people are distressed, if sanctions are being imposed or 

requests refused. If there is an audience people tend to become aggressive, as they do not want to be 

seen as weak or compliant by others. 
 

Past History 

Do not automatically assume that a history of violence will mean that a person is always violent, but it 

is important to be aware of past issues. Some people may have a low tolerance of frustration or issues 

that can lead to aggressive and or violent responses.  

 

Questions relating to a history of violence and aggression should always be included in all referrals, 

assessment requests, and/or admissions documents. Where this is not forthcoming a ‘worst case 

scenario’ assumption must be implemented until information is obtained that refutes this. 

 

10. Physical Condition 

These may include: 

 Pitch, tone and volume of voice. 

 Speed of talking and abrupt replies. 

 Physical proximity. 

 Sweating and or crying. 

 Muscle tension in face and body. 

 Aggressive posture. 

 Eye contact – either glaring or avoiding. 

 Constant interruptions and contradictions. 
 Threatening and offensive language. 

 Evidence of drug or alcohol abuse. 
 

11. Managing Incidents  

An incident of violence, and especially where restrictive intervention has been used, can be distressing 

for all involved. As such, the organisation has a responsibility for the welfare and safety of both 

employees and pupils by providing a clear opportunity to discuss and review incidents. 
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Support from Management 

A post incident support and management strategy needs to be followed in a clear, open and sensitive 

manner. It is good practice to expect that both employees and pupils be given separate opportunities 

to talk about what happened in a calm and safe environment. Importantly, post-incident support 

should not be compulsory, but it should be encouraged.  

 

The following shows a recommended process for post-incident support: 

 

1. ‘Defusing’ – prevent any further violence (possibly by separating those involved) and provide 
physical and emotional first aid immediately to those involved before they leave the work area. 

2. ‘Debriefing’ – emotional support for individuals and/or groups which is most effective when it 
occurs within 72 hours of the event occurring. 

3. ‘Counselling’ – longer-term personal support should be made available where available.  
4. ‘Incident analysis’ – examining & learning from the event. This aspect of post-incident work is 

primarily concerned with an examination of the event to identify why it occurred, how it 

developed and how it ended. Incident analysis aims to provide a better understanding of an 

event and consequently, a strategy to avoid if occurring again. A risk assessment should be 

carried out or update in order to identify the risks and minimize or manage these. 

 

Support from Colleagues 

Often following an incident, the only support needed by many people is understanding and acceptance 

by colleagues. There is a need for all employees to understand the possible serious consequences and 

impact upon their colleague following violent, aggressive incidents. Everyone should be aware of the 

need to offer moral support to colleagues who suffer aggression at work. It is the responsibility of the 

Principal to ensure that individuals receive this support. 

 
Recording, Reporting and Investigation 

All incidents should be recorded to enable long-term patterns and trends to be evaluated. This enables 

workers to make better judgments when completing risk assessments as well as providing information 

that can aid the review of management strategies. Incidents of assault to staff should be reported to 

the police. All incidents of violence should be recorded. 

 

Establish the events surrounding the incident as soon as possible. Interview eyewitnesses separately 

and obtain from each a written independent account of events as soon as possible. The police will 

follow their own procedures in responding to the incident.   

 

It is good practice to find out whether the service user or other person wishes to make a complaint 

about how the incident was managed. A pro-active approach to complaints often prevents serious 

allegations of misconduct from being raised. 

 

Counselling Service 

Independent counselling should be made available when requested. All employees need to be aware 

of these confidential facilities in order to take advantage should the need arise. It may be that the 

counselling service is not needed immediately following an incident but individuals may find that the 

service is of benefit to them after a period of time when the long-term effects and implications of the 

incident are causing problems. 
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Medical Assistance 

Immediate medical support should be offered following all incidents, as it may not be obvious that 

there has been an injury.  It is advisable that the First Aider is called upon to assess the need unless in 

extreme and obvious cases it may be necessary to call an ambulance in the first instance, and then the 

First Aider. 

 

Victims of violence should be allowed leave with pay for immediate medical treatment/consultation 

and/or recuperative time off work.  

 

Should an employee need to attend for hospital treatment he/she should be accompanied by either a 

First Aider or a friend/colleague of their choice where possible.  Assistance should be given in informing 

the victim’s next of kin of the situation, taking care not to cause undue concern, in order that they can 

provide support that is more personal e.g. meet at the hospital, make alternative arrangements for 

children etc. 

 

Criminal Proceedings 

SBMAT cannot prosecute the perpetrator on the employee’s behalf. Criminal prosecution is a matter 

primarily for the Police and it is necessary for the employee to be prepared to give evidence to help 

with Police enquiries.   

 

Injunctions 

If a person poses a serious and persistent threat, action can be taken by seeking an 
injunction. An injunction is a court order that is used to try to prevent individual(s) from 
causing disruption at a specific location or from approaching a particular employee(s) or 
location. The employee involved 
 
would have to give evidence in such proceedings and the Principal must be aware that such 

proceedings should not be initiated without his/her full support. 

 

It must be emphasised that an injunction is enforced not by the Police but by the person/body 

obtaining it. Upon a breach of the injunction, the applicant must again have the perpetrator brought 

before the court with a view to having him/her punished for contempt. The support of the individual 

employee is necessary. The penalties for contempt can be severe i.e. large fines and/or imprisonment. 

The threat of this may act as a powerful deterrent to future violent acts. Injunction proceedings are 

therefore a potentially effective course of action in situations where violence is threatened and the 

employee wishes action to be taken. 

 

Damages 

A person who suffers injury or damage to property may sue the party responsible in a civil court. Once 

again, this is not a course of action the employer could take either on its own or on the victim’s behalf, 

unless the damage is to SBMAT property only. 

 

Warning letters/Meetings 

If no formal legal action is taken, it may be appropriate for a record to be made. This can be done by a 

letter sent to the person answerable pointing out the error of his/her ways and conditions on future 

behaviour. It is the responsibility of the Principal to ensure that such action is taken and that the letter 
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is sent as soon as is practical following an incident. Delays in sending warning letters tend to detract 

from their usefulness. 

 

12. References 

Website of the Health and Safety Executive - guidance on workplace violence. 
 

http://www.hse.gov.uk/violence/index.htm 
 

 

 
 
 
 

 

 

  



 

 13 | P a g e  

  



 

 

 

 

 

 

 

 

 
 
 
 
 

 

 

 

 

St. Bart’s Multi-Academy Trust 
c/o Belgrave St. Bartholomew’s Academy,  

Sussex Place,  Longton,  Stoke-on-Trent,  Staffordshire,  ST3 4TP 
www.sbmat.org     T: 01782 235524     F: 01782 235525   


