Tollgate Primary School

Policy for Dealing with Abuse, Threats and Violence towards School Staff.

Introduction

This policy was developed in the summer term 2004 using the joint guidance from Suffolk LEA and Suffolk police. It also takes into account the advice issued by the DFES in the document “A Legal Toolkit for Schools: Tackling abuse, threats and violence towards members of the school community”(DFES publications 2002) 

This policy will be reviewed annually with staff and governors to ensure all understand their responsibility to follow its guidance. It should be read in conjunction with the LEA documents Dealing with Abuse, Threats and Violence Towards School Staff January 2004.

Rationale

Tollgate School Governing Body is responsible for the health and safety of the staff of the School. The governors believe that violence, threatening behaviour and abuse against staff are unacceptable and should not be tolerated. A definition of the behaviour which would constitute abusive, threatening or violent can be found in the LEA guidance. Where such behaviour occurs, the governing body in consultation with Suffolk County Council and Suffolk police will take reasonable and appropriate action to support their staff.

Guidance

Measures to avoid, prevent and minimise incidents

The Headteacher will undertake the lead role in implementation of the policy and management of record keeping and risk assessments.

The chair of the Personnel Working Party will be responsible for monitoring and evaluation of the policy and will report to the governing body annually.

A risk assessment will be produced identifying the potential hazards, actions to be taken to reduce the risk and monitoring procedures. The risk assessment will be reviewed annually and after any incident.

Staff will receive regular training through the SchoolSAFE programme. All staff have completed the core training and additional training will be undertaken by staff as appropriate.

All staff should consider their own safety and not place themselves at unnecessary risk. 
Action when an incident occurs.

If a member of staff finds themselves in a situation where aggressive, threatening or abusive behaviour is used they should:

Speak calmly and, without raising the voice, asking the person to refrain -  and warning them that they will be asked to leave the premises if they do not behave in an acceptable manner.

Be assertive but not aggressive. 

Be polite but firm.

Seek assistance from a senior member of staff if available, using red star system if necessary.

Think about an escape route should the need arise.

Walk away. 

Call the police.   Use 999 if:






there isdanger to life






Likelihood of violence






Assault is or believed to be in progress






Offender is on the premises






Offence has just occurred and arrest is likely

In non urgent cases call the Force Operations Room 01473 613500

Reporting and Recording Incidents

All incidents must be reported and recorded so that the Governing Body can meet its statutory duties in compliance with the Health and Safety at Work Act and Regulations. It also enables evidence to be collected that may be required at a later date by insurers or if proceedings are brought. They will also be used internally to inform future policy and risk assessments.

Tollgate School uses the LEA Incident Reporting Form (IFR) which is located in the main office along with guidance on how to complete it. Mrs Rosbrooke is experienced at completing the forms, and is thus a good person to consult. In addition, a supplementary record (Form ATV) will also be completed and attached to the IFR.

The Governors would expect all cases of assault, and all but the most minor of other incidents, to be regarded as serious matters which should be reported to a senior member of staff and followed up with due care, attention and rigour including reporting to the police.

Action following an Incident

All parties involved should take into account the needs, views, feelings and wishes of the victim at every stage. As a school, Tollgate will ensure that sympathetic and practical help, support and counselling are made available to the victim both at the time of the incident and subsequently.

Support can be obtained from

· The Headteacher and/or a colleague

· The member of staff’s professional organisation

· LEA’s Employee Assistance Programme

· Teacherline 0800 562 561

· Victim support or LEA legal services will provide support when giving evidence in court

If necessary the Governing Body will exercise its right to ban parents and others from the school premises if they behave unreasonably. The Governing Body will use the model letters contained in the appendix. Subsequent breaches may lead to prosecution by the police or LEA legal services.

Throughout this process full records will be kept of each incident including details of any witnesses so evidence can be provided to the court.

Appendix A            Carrying Out A Risk Assessment  

Appendix B 

Form ATV

Appendix C

Model Letters

Appendix D

LEA Contact Details

CARRYING OUT A SCHOOL RISK ASSESSMENT

There are steps which schools can take, by way of precautionary and preventative action, which help to void, prevent, minimise or mitigate incidents where staff might be subjected to abuse, threats and violence.

The following is a suggested aid to the process of risk assessment and planning which is based on an audit tool proposed by the National Task Force on Violence Against Social Care Staff. 

It comprises Six Steps

Step One: Look for Hazards

• What actually happens to your staff when they are at work?

Look at your record of incidents. How do you know they reflect the true situation?

How do you know your instructions and procedures are being followed? What do your staff and their representatives tell you? You may think violence is not a problem at your workplace: their views may be very different.

•

What else do you need to know?

•

What are the activities which attract a high risk of violence? e.g: refusing an appointment; delivering unwelcome information; meeting a parent following an incident involving their child (particularly if the parent is known to be aggressive and could therefore constitute a hazard).

Step Two: Identify who might be harmed and how

•

Which of your staff might be affected, including temporary staff or supply teachers ?

•

What about administrative staff, such as receptionists? What about the caretaking, cleaning and catering staff who may work alone, very early or late, as well as in isolated locations within the school premises?

• Consider the level of training and skills required in the context of staff’s relative vulnerability to assaults. When, how and where could their work bring them into contact with trespassers and potentially violent people? Consider not just physical assault; continued exposure to verbal and racial abuse or threats can

create high levels of stress and anxiety, reduce morale and lead to sickness absence.

Step Three: Evaluate the risks – Check out your precautions

• Consider both the likelihood and the severity of harm which could be

caused. The likelihood is, in absolute terms, probably going to be quite small. However, there may be certain potential dangers that you can predict with a degree of certainty and the likelihood of a serious incident in these circumstances is therefore relatively high.

• Your personal experience or knowledge of particular families or individuals may help you to prepare in advance for potentially difficult circumstances. It is important that such knowledge is shared, as appropriate, with colleagues so that the whole school may be prepared and take suitable precautions.

•

You need to check your existing precautions are adequate. When did you last do this? What are they? What else do you need to do?

• Prioritise the risks by reference to their potential seriousness and by the numbers of staff likely to be affected by them.

Step Four: Minimise the risks

• The most effective precaution is to avoid risks altogether. This is not always possible so consider the steps which can be taken to minimise the risk.

• Consider your findings so far and consider if there are any changes which could usefully be made to:

- the jobs people do

- the way they have to work. What protection do you provide for staff in isolated and / or vulnerable settings?

- the way jobs are done and the way visitors to the school are received and treated

- the workplace, including layout and means of calling assistance

- the information given to staff and the way it is communicated. Are all staff included (e.g. uniformly or on a need-to-know basis)?

- your response to incidents and procedures for dealing with them

- your incident recording system. Are all staff aware of the importance of reporting and recording incidents and how to do it?

- consider training. Is it directed at the risks and at relevant staff? Has the school made use of the Schoolsafe training? Were the caretaking staff included? (they may be a high risk group).

Step Five: Review and revise

• It is important to check that your risk assessment remains valid at regular intervals and in the light of incidents that occur

• Ensure that arrangements are in place:

- to carry out annual reviews

- to re-assess your policy and procedures after a significant incident

- to involve others in the review process

- to monitor that written procedures are being followed, modified and extended as and when appropriate

Step Six: Draw up an action plan

Review all the findings from Steps One to Five and identify the points for action

• Prepare an action plan which will address these points for action in terms of:

- priorities

- persons responsible

- timescales

- resources

- monitoring

- evaluation

- review

• Consider whether the school would benefit from the training in risk management provided by the County Council’s SchoolSAFE Team. This module is designed to assist schools that are in the process of introducing,

implementing or revising risk assessment procedures.

For further details, contact Paul Nunnen – Administrator on 01473 584859 or paul.nunnen@pers.suffolkcc.gov.uk
SUPPLEMENTARY INCIDENT RECORD (Form ATV)

In the event of an incident involving abuse, threats or violence to a member of staff from a parent or other visitor / trespasser, this record should be appended to the school’s copy of the County Council’s Incident Report Form. It does not need to be sent routinely to the LEA.

This record should be completed as soon as possible after the incident. Discussion between witnesses should not precede completion of the record, as this might lead to allegations of collusion.

Date of the incident _________________________

Reference number of County Council Incident Report Form sent to LEA.

(This number is found on the top right hand corner (front and back of the Incident Report Form).

Incident details (if not already recorded on the Incident Report Form)

1. Details of trespasser/assailant(s) (if known)

2. Details of any relationship between member of staff and trespasser/assailant

3. Precise location of incident (attach sketch if appropriate)

4. Other details: Describe incident, including, where relevant, events leading up to it: Relevant details of trespasser/assailant not given above; whether a weapon was involved; who else was present etc.

OUTCOME

E.g. Were the police called? Was the trespasser/assailant removed from the premises under section 206? What happened after the incident – was any legal action taken?

Other information (to be completed as appropriate)

Possible contributory factors

Is the trespasser/assailant known to have been involved in any previous incidents?

Yes No (circle appropriate response)

If relevant, list Incident Report Form numbers of previous incidents

___________

____________

____________

Was a review of any risk assessment undertaken after previous incidents? If so, could any measures taken to prevent a recurrence of earlier incidents be improved?

How ?

Who has responsbility for revising the risk assessment after this incident and when is this to be completed ?

_______________________________________________ Date _______________

Name and contact details of police officer involved ______________________________________________

Police incident number or Crime reference number ______________________________________________

MODEL LETTERS 

WITHDRAWING OR REINSTATING PERMISSION TO BE ON SCHOOL PREMISES

Letter 1(a): Initial letter to a parent.

To be sent by the Headteacher or Area Education Manager (and amended accordingly).

RECORDED DELIVERY

Dear

I am writing / I have received a report from the headteacher at (insert name) School about your conduct on (enter date and time).

[Add summary of the incident and of its effect on staff, pupils, other parents].

I must inform you that the School / Local Education Authority will not tolerate conduct of this nature on its premises and will act to defend its staff and pupils. On behalf of the governing body / On the advice of the headteacher I am therefore instructing that (for a temporary period) you are not to reappear on the premises of the school. If you do not comply with this instruction I shall arrange for you to be removed from the premises and prosecuted under Section 206 of the Education Act 2002. If convicted under this section, you are liable to a fine of up to £500.

In the case of a primary school include: For the duration of this decision you may bring your son(s)/daughter(s) complete as appropriate) to school and collect them/him/her (delete as appropriate) at the end of the school day, but you must not go beyond the school gate. (In the case of infant children, also insert) Arrangements have been made for your (delete as appropriate) son(s)/daughter(s) (insert child/rens names) to be collected, and returned to you,

at the school gate by a member of the schools staff. The withdrawal of permission for you to enter the school premises takes effect straightaway. However I still need to decide whether it is appropriate to confirm this decision. Before I do so, I wish to give you an opportunity to give me in writing any comments or observations of your own in relation to this letter / the report which I have received from the headteacher. These comments may include any expressions of regret on your part and any assurances you are prepared to give about your future good conduct. To enable me to take a decision on this matter at an early point, you are asked to send me any written comments you wish to make

by (state date ten working days from the date of letter). If on receipt of your comments I consider that my decision should be confirmed, you will be supplied with details of how to pursue a review of the circumstances of your case.

Yours sincerely,

Headteacher / Area Education Manager

Letter 1(b): Initial letter to non-parent/member of the public.

To be sent by the Headteacher or Area Education Manager (and amended accordingly)

RECORDED DELIVERY

Dear

I am writing / I have received a report from the headteacher at (insert name) School about your conduct on (enter date and time).

[Add summary of the incident and of its effect on staff, pupils, other parents].

I must inform you that the school / Local Education Authority will not tolerate conduct of this nature on its premises and will act to defend its staff and pupils. On behalf of the Governing Body / On the advice of the headteacher I am therefore instructing that you are not to reappear on the premises of the school. If you do not comply with this instruction I shall arrange for you to be removed from the premises and prosecuted under Section 206 of the Education Act 2002. If convicted, you are liable to a fine of up to £500.

Yours sincerely,

Headteacher / Area Education Manager

Letter 2: Follow up letter to a parent

To be sent by the Headteacher or Area Education Manager (and amended accordingly)

RECORDED DELIVERY

Dear

On (give date) I wrote to you informing you that on behalf of the governing body / on the advice of the headteacher I had withdrawn permission for you to come onto the premises of (insert name) School. To enable the school / Local Education Authority to determine whether to confirm this decision for a longer period, I gave you the opportunity to give your written comments on the incident concerned by (give date).

I have not received a written response from you / I have now received a letter from you dated (insert date), the contents of which I have noted. (delete either sentence as appropriate). In the circumstances, and after further consideration, I have determined that the decision to withdraw permission for you to come onto school premises should be confirmed. I am therefore instructing that until further notice you are not to come onto the premises of the school without my / the headteacher’s prior knowledge and approval. If you do not comply with this instruction I shall arrange for you to be removed from the premises and prosecuted under section 206 of the Education Act 2002. If convicted, you are liable to a fine of up to £500.

Notwithstanding this decision the school remains committed to the education of your child / children (delete as appropriate), who must continue to attend school as normal (insert in the case of a primary school): under arrangements set out in my previous letter. I / The Authority will take steps to review the continuance of this decision on (give date). When deciding whether it is necessary to extend the withdrawal of permission to come onto the school’s premises, I / the Authority will take into account the extent of your compliance with the decision, any appropriate expressions of regret and assurance of future good conduct received from you and any evidence of your co-operation with the school in other respects.

[Include where the parent wishes to complain against the decision to ban]

Finally I would advise you that I have arranged for your complaint to be considered under the School’s General Complaints Procedure (details of which are included). You will be contacted about this in due course.

Yours sincerely,

Headteacher / Area Education Manager

Letter 3 (a): Confirming a Temporary Ban.

To be sent by the Headteacher or Area Education Manager (and amended accordingly)

RECORDED DELIVERY

Dear

I wrote to you on (give date) withdrawing permission for you to come onto the premises of (insert name) School until further notice. In that letter I also advised you that I would take steps to review this decision on (give date). I have now completed the review and have determined that it is not yet appropriate for me to withdraw my decision. (Give a brief summary of reasons).

I therefore advise that the instruction that you are not to come onto the premises of the school without my / the headteacher’s prior knowledge and approval remains in place until further notice. I shall undertake a further review of this decision on (give date). [If the letter is from the headteacher] If you are dissatisfied with this decision, you have a right to complain to the local education authority. [If the letter is from the LEA] If you are dissatisfied with this decision because you consider it to be unfair, or not to have been made in a correct way, or believe there has been a case of maladministration, you have a further right to a review by the Local Government Ombudsman.

They can be contacted at:

21 Queen Anne’s Gate

London

SW1H 9BU

or alternatively on 020 7915 3210.

Yours sincerely,

Headteacher / Area Education Manager

Letter 3 (b): Lifting a Temporary Ban

To be sent by the Headteacher or Area Education Manager (and amended accordingly)

RECORDED DELIVERY

Dear

On (insert date) I wrote to you informing you that I had temporarily withdrawn permission for you to come onto the premises of (insert name) School. To enable me to determine whether to confirm this decision for a longer period, I gave you the opportunity to let me have your written comments on this incident by (insert date).

I have not received a written response from you / I have now a received a letter from you dated (insert date), the contents of which I have noted. (delete either sentence as appropriate).

In the circumstances, I have decided that it is not necessary to confirm the decision, and I am therefore restoring to you the permission to come onto the school premises, with immediate effect.

Nevertheless I remain very concerned at the incident which occurred on (insert date), and I must warn you that if there is any repetition of your behaviour on that occasion, I shall not hesitate to withdraw permission for you to come onto the premises again.

Yours sincerely,

Headteacher / Area Education Manager

Letter 4: Terminating the Ban after Review

To be sent by the Headteacher or Area Education Manager (and amended accordingly)

RECORDED DELIVERY

Dear

I wrote to you on (give date) informing you that I had withdrawn permission for you to come onto the premises of (insert name) School until further notice. In that letter I also advised you that I would take steps to review this decision on (give date). I have now completed the review and have decided that it is now appropriate to change that decision. I am therefore restoring to you the permission to come onto the school premises, with immediate effect.

I trust that you can now be relied upon to act in full co-operation with the school and that there will be no further difficulties of the kind which made it necessary for me to prevent you entering the premises. I should point out that if there is any repetition of your behaviour, I shall not hesitate to withdraw permission for you to come onto the  remises again.

Yours sincerely,

Headteacher / Area Education Manager

LEA CONTACT DETAILS

Northern Area

Area Education Manager 01502 405210

Senior Education Officer (School Support) 01502 405212

Area Personnel Officer 01502 405213

Senior Administrative Officer 01502 405221

Southern Area

Area Education Manager 01473 584795

Senior Education Officer (School Support) 01473 584922

Area Personnel Officer 01473 584925

Senior Administrative Officer 01473 584927

Western Area

Area Education Manager 01284 352102

Senior Education Officer (School Support) 01284 352101

Area Personnel Officer 01284 352104

Senior Administrative Officer 01284 352110

County Hall

Senior Education Officer (Personnel) 01473 584663

Health and Safety Manager 01473 584074

Head of Legal Services 01473 584113
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