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Guidance Notes on Completing the Violence and Aggression Risk Assessment Form

The following notes are designed to allow you to carry out a suitable and sufficient assessment of the risk of violence and aggression in your Ward/Department/working environment. The form is divided into 7 main sections. The aim has been to make the areas to be assessed as clear as possible. It is not possible to cover all eventualities and those completing the form must not feel that they cannot record other relevant information. Where necessary continuation sheets can be used.

Section A – Administration Details

This section is designed to identify the location where the assessment is being carried out.

Risk Assessments should be undertaken by small teams appointed by the Manager. The suggested size of the team is a minimum of 3 personnel and should include the Manager, who should complete the form. The assessment should be reviewed annually or following a violent incident or major change of environment or working systems.

Section B – Task or Activity

Identify Tasks & Activities which could lead to a risk of violence or aggression. Reviewing incidents of violence and aggression will help in identifying these areas. Remember that staff may not be reporting all incidents and should therefore be consulted to help in building up a comprehensive picture. Generic terms can be used such as interviewing/assessment of patients, visiting patients in the community, giving bad news to relatives etc.

Specify the personnel involved in the task including numbers. Remember to include students and others who could also be at risk e.g. domestics, other patients

Section C – Assessment of Risk

This section is designed to identify the likelihood of the risk of violence to employees based on the various hazards that employees may be exposed to in undertaking their duties. There are 18 parts to this section which should be completed, however if all questions in part 1 are answered ‘no’ then there is no need to continue with the assessment. Where questions are not relevant they should be ticked as not applicable. Where appropriate further information can be included in the comments box.

Once this section has been completed the answers should be reviewed and a decision of the degree of perceived/actual risk made.

Further guidance:

Part 2. Where the level of incidents is variable an average over a week or month should be made

Parts 4 and 5 are intended to identify if incidents of violence and aggression are more likely to happen on specific days or times of day. This may be important in identifying triggers or when planning control measures.

Part 13 Staff may be particularly vulnerable when they are working alone or in isolation from others. It is important to ensure that when employees are required to work alone there are adequate procedures in place. Refer to Lone Working Policy and guidance.
Part 14 It is important to remember that the provision of alarm systems does not prevent or reduce the risk of violence and aggression but merely serve to allow the person being exposed to call for assistance. When installing alarm systems appropriate arrangements must be made for management of the system and to ensure that there is an effective response to any incident.

Part 15 A training needs analysis should be undertaken in conjunction with this risk assessment to identify the level of training that is required.

Part 16 Contingency or emergency plans that are put in place must be appropriate and managed. It is no use relying on a contingency plan which requires unrealistic arrangements to be in place. Also it is necessary to ensure that plans are robust and allow for such operational issues as annual leave and sickness.

Part 17 This section relates to working in the community. It is appropriate to record if staff are required to visit known trouble spots. It is also good practice to ensure that individual assessments are undertaken of premises visited.

Section D - Current Risk Control Measures

Many existing control measures will have been highlighted in Section C. These should be summarised here and cross referenced where appropriate

Section E – Initial Risk Rating Figure

This should be done using the risk matrix.

Section F – Additional Risk Control Measures Required

Where the level of risk is considered to be unacceptable additional control measures should be introduced. These measures should be listed here and a new risk rating figure calculated based on the implementation of all control measures.

Section G – Action Plan

Where remedial measures cannot be implemented immediately they should be prioritised and used to form an action plan which should be agreed with the manager. This should specify the expected completion date, the responsible person and the date of completion. Where some control measures cannot be implemented e.g. due to budgetary constraints, resulting in a higher risk rating figure than calculated in Section F this risk should be added to the risk register.
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