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IDENTIFYING VOILENCE AT WORK CHECKLIST
The following checklist is designed to form a part of the initial risk assessment process for identifying the potential of violence and aggression for staff. Before the Assessor completes the form, they should satisfy themselves that they are able to answer the questions raised in Table 1 and should check with staff that they are able to answer the questions in Table 2.
	
Company Name:
	


	
Department:
	


	
Name of Assessor:
	


	
Title/ Position:
	


	
Date of Assessment:
	




Is your business or department in contact with the public where violence may or is likely to occur? If the answer is ‘no’, no further action necessary. Please review at least every 12 months.
	
TABLE 1

	
Staffing:
Your staff are:
	
YES
	
NO
	
N/A
	
COMMENTS

	
Briefed about the area where they work.

	
	
	
	


	Provided with training appropriate to the risks for managing potential violence and/or aggression.
	
	
	
	

	Provided with a sound grasp of the department’s preventative strategy.

	
	
	
	

	Aware of whether violence has been identified as a problem in the department.
	
	
	
	

	Aware of attitudes, traits, or mannerisms, which can annoy clients/customers etc.

	
	
	
	

	Aware that verbal aggression by telephone could be perceived as a problem.
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	[bookmark: _GoBack]
Your staff:

	
YES
	
NO
	
N/A
	
COMMENTS

	Appreciate their responsibilities for their own safety.

	
	
	
	

	Have access to forms for reporting incidents.

	
	
	
	

	Understand the provisions for their support by the department e.g. Police liaison, counselling, etc.
	
	
	
	

	
Appreciate the need for this procedure.

	
	
	
	



	
TABLE 2
	
	
	
	

	Are you aware that your approach, body language or mannerisms may influence the clients/customers behaviour?

	YES
	NO
	N/A
	COMMENTS

	
	
	
	
	

	
You have:

	
YES
	
NO
	
N/A
	
COMMENTS

	Access to forms to record and report incidents.

	
	
	
	

	A clear idea about the area into which you are going to work.

	
	
	
	

	A personal alarm, mobile phone (where appropriate) 
Does it work?  
	
	
	
	

	A sound grasp of your department’s safety policy.

	
	
	
	

	Out of hours telephone numbers, etc to summon help.

	
	
	
	

	Had appropriate training regarding violence and aggression to staff.

	
	
	
	

	
	
	
	
	

	

	
	
	
	

	
Completed by:
	
Signature:
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