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Zero Tolerance Policy
Prevention of Workplace Violence or Abuse against Staff
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1.0 Policy Statement
Barleymont Group is committed to providing a safe and secure working environment, free of violence, abuse or aggression.
In order to ensure that all employees have the confidence that the Company will deal with all instances of violence or abuse in a robust and pro-active manner, the Company will adopt a zero-tolerance principle in the pursuit of all instances of violence, threats or intimidation that an employee of the Company may be subject to by any individual or groups of persons in the course of their work. The safety and security of Company employees is of vital importance.
Acts or threats of physical violence, intimidation, harassment and/or coercion which an employee of the Company is subject to or which occur on Company premises or elsewhere as part of their duties will not be tolerated. Staff concerns will be respected and acted upon. Staff would not be expected to enter a situation they personally consider to be dangerous.
2.0 Definitions
The following definitions apply to actions by members of the public, Parents, Carers, visitors and employees of the Company (and its agents or partners).
An act of work-related violence or aggression is defined as any incident in which; a person is verbally or physically abused, threatened or assaulted in any circumstance whilst undertaking duties expected of them in the course of their employment, regardless of the location at which it occurs.
These include, but are not limited to:
Verbal Abuse: any verbal abuse issued with the intent of creating fear or intimidation to another individual, or group of individuals, or verbal remarks or comments expressed in a loud, harsh or threatening tone of voice or in an inappropriate joking manner within the workplace.
Physical Abuse: any intentional movement of the body which may include touching, gesturing, pushing, striking, stalking, any unwanted intrusion of “reasonable space” of an employee or any intentional use of any object towards an individual.
Creating a Hostile Working Environment: any intentional non-physical action that can be considered intimidating or harassing, with the intent of creating an environment that has a purpose or effect of unreasonably interfering with an employee carrying out their duties.
Risk Assessments will be carried out in line with the Company’s Health and Safety
Policy and procedures and appropriate recommendations, method Statements and control measures will be implemented appropriately to the working environment associated to individuals or groups of individuals.
2.1 Scope of the Policy
This policy applies to all employees (including volunteers) who are on Company premises or undertaking activities on behalf of the Company, including working on outside assignments such as picking up and dropping of children to schools.
The Grievance, Disciplinary, Equal Opportunity and Health and Safety policies operate within the Company and should be used for matters relating to employee conduct.
Potentially Violent Parents/Carers or Visitors (Database to be maintained), Risk Assessments and partnership working with the police and/or Social Services can be used for matters relating to the conduct of the general public.
2.2 Key Objectives of the Policy
To reduce the risk of potential or actual injury to people included within the scope of the policy.
To ensure that all staff receive training appropriate to individual roles and responsibilities in personal safety and the prevention and management of violence.
To detail the Company’s commitment to support staff who have been traumatised by an incident of violence.
2.3 Reporting Requirements
Employees can expect that the Company will: -
Where appropriate, seek to prosecute any person who perpetrates an act of violence or aggression against any employee of the Company.
Clearly publicise the Company’s policy via internal and external communication mechanisms, and by prominently displaying notices/posters at key locations throughout the Company.
Where possible and appropriate security facilities, e.g. Webcams will be provided.
Record all incidents of violence and aggression towards employees.
It is the responsibility of every employee to assist in the prevention of work place violence/abuse.
Early reporting of dangerous or potentially dangerous incidents in the workplace will facilitate an effective investigation and response by the Company. 
To ensure that we are fully aware of all or any instances of work place violence, every employee must report events as soon as reasonably practicable in line with Company procedures. Should there be a requirement to maintain confidentiality; such reporting can be done in line with Company’s whistle blowing procedures and under the Company’s Grievance Procedure.
Employees should, in the first instance, report to their supervisor/ manager any threats or acts of violence, which they experience or witness or become aware of during the course of their duties. Nothing in this policy alters any other reporting obligations, which employees will be subject to in relation to other elements of Health and Safety management and workplace reporting.
2.4 Implementation
Any person who engages in threatening of violent action against one of our Staff members will be removed from Company premises should this happen within the confines of the Company’s operating premises.
In instances where such actions are encountered by employees working outside from the company premises or within a mobile role, then the employee must follow the appropriate control measures and method statements as identified by the relevant risk assessment.
Any action involving physical or verbal abuse, that is considered so severe that it requires the immediate notification of the police, then the employee shall initiate this in the absence of the manager/supervisor, or the immediate manager/supervisor on notification of the incident.
3. Responsibilities
3.1 The Company Director
The Company Director is responsible for:
Ensuring that the arrangements for identifying, evaluating and managing risk associated with violence and abuse at work are in place by:
Providing resources for putting the policy into practice
Ensuring that there are arrangements for monitoring incidents of violence/abuse
That the effectiveness of the policy is regularly reviewed.
3.2 Management
The Managers/Supervisors will foster an environment that is safe and free from workplace violence and will take action immediately to reduce the effects of workplace violence. Managers should ensure that specific guidance for their service areas are written and communicated appropriately to staff, including lone/mobile worker arrangements.
Management will liaise with the Corporate Safety Team for guidance as and when necessary, to ensure effective operation of the policies and practices associated to the management of violence and abuse in the workplace.
Line Management Key Responsibilities
· To ensure employees work in an environment that is as safe as possible, in line with current Company policy.
· To undertake risk assessments and reduce the risks identified
· To implement recommended training plans that meet staff needs appropriate to job role.
· To ensure accurate records are kept of incidents
· To ensure there is access to support for employees following violent incidents
· To ensure that safety measures are reviewed following an incident
· To ensure that employees receive information, instruction, training and supervision in a timely manner.
· To work with other agencies, particularly the police, to ensure effective handling and resolution of incidents.
3.3 Employees
Employees will conduct themselves in such a way as to reduce the possibility of any conflict or act that would create a violent, abusive or unsafe workplace environment for themselves and others.
Employees will notify management of workplace violence incidents, which have occurred that have the potential of impacting on the workplace environment.
An employee will endeavour to remove him/herself from any situation that may result in workplace violence/abuse.
This means that if confronted with a potential situation involving workplace violence/abuse, an employee must make a serious attempt to retreat from the situation and report the event to management.
Employee Key Responsibilities
· Co-operate with the Company discharging its statutory duty as an employer
· To identify high-risk situations and agree action plans with managers and team leaders as part of the risk assessment process.
· Report and complete incident reports as requested in an accurate, comprehensive and timely manner.
· To undertake training identified as mandatory and relevant to their role
· To always work in a professional way in accordance with Company’s policies and guidelines and training received.
· To highlight environmental issues that may increase the risk of violence
· Be aware of how their own behaviour might be perceived by others
· Make appropriate use of any personal safety equipment and facilities provided.
4.0 Potentially Violent Parents/Carers – Corporate Complaints Service
These are parents or carers who have been identified as potentially violent or abusive.
Parents or carers who are identified as potentially violent are entered onto a database and their information shared among those who need to know. All staff with access to these information must ensure that information is treated with highest level of confidentiality according to the Company procedure. Failing to maintain confidentiality may result in disciplinary action.
The Director and/or the HR Manager will provide policy guidance to managers and supervisors regarding potential workplace violence/abuse issues.
Regular personal safety training and awareness will be conducted to ensure all employees have access to appropriate levels of knowledge and understanding relevant to their job role of the implications of workplace violence/abuse.
5.0 Risk Assessments
Prevention of violence/abuse at work must start with a full assessment of the risks. Risk assessments should be carried out by appropriately trained staff gathering information from a number of sources at both organisational and employee level.
This process is undertaken in varying levels of detail depending on the activities and is an ongoing and dynamic process. Where a risk is identified, an action plan or strategy for dealing with this issue of potential violence/abuse should be in place and clearly documented with details of the methods used to prevent and treat such behaviours.
6.0 Incident Reporting
6.1 An Employee Exposed to Workplace Violence Incident
If an employee experiences an instance of workplace violence or abuse during the execution of their duties, they should follow the following procedure:
1. Follow the established personal safety actions (if applicable) as defined in the risk assessments.
2. Inform their Manager/Supervisor of the incident and record on the accident/incident book, giving clear details of location, time, person(s) involved, circumstances and other witnesses as may be identified as part of the investigation.
6.2 Physical Assault
In the event of physical assault in the work place the police should be contacted immediately by the employee assaulted. If this action is not practical then this action should be taken by the line manager or relevant colleague.
An incident report form must be completed as soon as practicable by the employee who has been subjected to an assault or the line manager if this is not practicable.
The Director and HR Manager shall be informed. The Line Manager supported by Human Resources Manager will ensure that an acknowledgement of the report is sent to the injured party and ensure that any necessary support arrangements, such as counselling via occupational health are offered.
The acknowledgement should detail how the matter will be dealt with, that appropriate action will be taken and that the particular member of staff will be apprised of progress and outcome.
The line manager will investigate the circumstances of the assault to ensure that all possible preventive action is taken to minimise the risk of a similar incident occurring.
6.3 Verbal Abuse (Non-Physical Assault)
In the case of verbal abuse the Company may need to consider the seriousness of the incident before involving the police.
For example, someone swearing at a member of staff could be dealt with administratively through warning letters about their behaviour. However, where the verbal abuse involves threats or the use of a weapon the police should always be informed.
If this is not practicable then the report should be submitted to the police by the employee’s line manager or relevant colleague. An incident report must be completed by the employee subjected to the abuse and forwarded to the line manager or appointed deputy.
The line manager will ensure the HR Manager is informed of the incident.
On receipt of the incident reporting form, the line manager will ensure that receipt of the report is acknowledged and that any necessary support arrangements, such as counselling is offered.
The acknowledgement should detail how the matter will be dealt with, that appropriate action will be taken and that the particular member of staff will be apprised of progress and outcome.
The line manager will ensure that all possible preventive action is taken to minimise the risk of a similar incident occurring.
Actual incidents of violence and near misses will be reviewed in a supportive manner as soon as possible after they occur, as a means of assessing whether or not there are any gaps in the system, e.g. procedural or training.
Summary reports of violence and aggression incidents will be considered by the HR Manager and the Director as part of the work to identify patterns and trends.
It is recognised that support following a workplace incident is critical for staff, and other individuals involved. It is recognised that all relevant parties have a contribution to make in the identification and management of incidents. This process includes staff and potential partner service providers (and parents/carers/member of the public) who are directly involved in an incident or who have witnessed an incident.
7.0 Police Involvement
Company employees have the same rights as other citizens and are entitled to ask the police to investigate alleged incidents of assault against them. Management should fully support staff wishing to take this course of action.
Where there has been an act of violence in the workplace and the individual wants to prosecute, the Company would act on the professional advice of the police whether there was a case to proceed or otherwise.
Management should ensure that the Company’s policy and departmental procedures are communicated to Parents, carers and visitors, that they are made fully aware that the Company will report any assaults on employees to the Police.
Managers should also ensure that notices to this effect are displayed prominently within the Settings.
Following a specific violent or aggressive incident by a member of the public, Parents or carers, and after appropriate consultation, management will consider the possibility of banning the alleged offender(s) from Company premises.
For acts of violence against any employee each case will be considered on its facts and the Company will determine the appropriate course of action. The establishment of close working links with the local police by the HR Manager on behalf of the Company is encouraged.
8.0 Training
The safety of our workforce is paramount and is as important as the safety of children. All staff will receive personal safety training or awareness appropriate to their job role in line with the Company’s Health and Safety Policy. This will take place on a cyclical basis every 3-year period. Where appropriate the training may include physical intervention skills. Managers are responsible for ensuring their staffs receive the training appropriate to their needs for their job role as identified in the risk assessment.
The profile of training associated to the implementation of this policy will depend on the area/type of work and the risk assessments associated to the operational activities.
Some of the training interventions that may be identified include:
• Risk assessment
• Customer care
• Complaint handling
• Incident reporting
9.0 Monitoring Arrangements
The Company’s incident reporting system will provide baseline information on the number, nature and location of incidents of aggressive/violent behaviour within the Company.
The HR manager will consider regular reports on the implementation of this policy and the supporting guidelines.
The Director will also consider the operational effectiveness of the policy and associated guidance and advise accordingly.
10.0 Evaluation
The Company will evaluate the effectiveness of this policy and its associated guidance.
Indicators of success will include:
• Optimum use of the incident reporting system.
• A demonstrable reduction, over time, in the proportion of incidents/injuries
• The uptake, impact and effectiveness of training programmes.
11.0 Supporting Staff
This policy is recommended as best practice for Company staff following an unsafe/violent incident in the workplace in the execution of their duties. Immediately following an incident the staff members involved should have access to their supervisor/manager for support, supervision, guidance and help with what to do next. This may include taking time out or going home if deemed necessary.
Following an incident, on the next working day a meeting should be organised for the staff involved, their manager and a member Human Resources (if applicable) to discuss the incident freely, to inform the staff of way in which the incident will be managed, the possible outcomes and to ascertain what further support may
be needed.
Within 5 working days a formal debrief will take place. The debrief should be an opportunity for all staff to reflect upon thoughts and feelings evoked by the incident, the team’s current working practice and whether any changes are necessary. If so the group, in collaboration with the manager, will formulate an action plan for change which the manager will bring to the attention of the Head of Service for assistance in the implementation of the plan.
This meeting will be conducted in a culture of non-blame and will be respectful of everyone’s opinions and feelings. Throughout and after this process management, team and peer support should always be offered.
In most cases supervision/ 1-1’s will meet an individual’s needs, however all Company’s employees have access to the counselling service. It is vital that all Company employees are made aware of its existence.
The employee counselling service can be accessed through the Managers/Supervisors.
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