
MINIMISING DANGER AT THE OFFICE

Please review the following questions as a team (including professional, administrative, and support staff)

This document is intended to provide the basis for local teams to develop their own workplace policy to minimising danger. Hopefully, many of the questions will have already been addressed. Some of the questions may seem rather basic. It is, however, fine having a state of the art building, but if no one remembers to ensure that the toilet rolls are replenished, then someone is going to end up feeling very upset. Equally, there is no point in having a policy such as this unless everyone is made aware of it, it is regularly reviewed, and someone ensures that it is acted on. 

	Workplace/Team/Project
	
	Manager Responsible for Safety
	
	Date:

	

	A. INFORMATION
	Date Introduced

	1. How is information recorded on past incidents, and future danger?


	
	

	2. Who is this information made available to, and how?


	
	

	3. What guidance is given to staff on receipt of an assessment of danger?


	
	

	4. How are new and existing staff inducted into the above procedures?

	
	

	1. Other


	
	


	B. BUILDING & SURROUNDINGS
	Date Introduced

	1. What is done to reduce danger in areas where people feel particularly vulnerable?
	
	

	2. What action is undertaken to ensure comfortable room temperature, and keep noise to a minimum? 
	
	

	3. How is the décor, furniture and lighting being improved to make visitors feel more welcomed, and less irritated?
	
	

	4. What procedures are in place to ensure that appropriate reading materials, refreshments, toys etc., are available, and regularly renewed?
	
	

	5. What are the arrangements for the toilet facilities kept clean, toiletries replenished, and walls kept free of graffiti?
	
	

	6. Who is responsible for ensuring that heavy or sharp objects that could be used as weapons are removed?
	
	

	7.What steps are taken to ensure the privacy of visitors?

 
	
	

	8. Other


	
	

	C. RECEPTION PROCEDURES


	Date Introduced

	1. What action is taken to minimise waiting time for visitors?


	
	

	2. What guidance is given to reception staff who may wish to withdraw from difficult visitors?
	
	

	3. What guidance are reception staff given in relation to calling the police
	
	

	4. How are professional and administrative staff helped to liase, exchange information, & reduce danger?
	
	

	5. What is the agreed system for alerting other staff of the need for assistance?


	
	

	6. How are other staff prepared for assisting staff at reception? What protocols are in place?
	
	

	7. How are practice drills implemented for dealing with potentially dangerous situations?
	
	

	8. Other


	
	


	

	D. INTERVIEWING ARRANGEMENTS
	Date Introduced

	1. What is being done to ensure a private, relaxed and comfortable interview setting?
	
	

	2. Who is responsible for checking interview areas & removing dangerous objects
	
	

	3. How is the layout of interview areas to be improved to allow escape, activate alarm, and provide self-protection?
	
	

	4. Which rooms have been identified for use when there is a known risk?


	
	

	5. What procedures are in place for administrative staff to check on the safety of staff in interview rooms?
	
	

	6. What is the agreed system for alerting other staff of the need for assistance?


	
	

	7. What is the protocol for staff coming to assistance in the event of an incident?

 
	
	

	8. Other


	
	

	

	E. WORKING ARRANGEMENTS
	Date Introduced

	1. Who is responsible for managing circumstances in which staff may feel vulnerable arriving or leaving work?
	
	

	2. What procedures are in place for assessing the risks of lone-working, and home visiting?
	
	

	3. What is the procedure for arranging joint visits, interviews, or use of neutral venues?
	
	

	4. How is the whereabouts of staff monitored (NB diary systems are mostly unreliable) 
	
	

	5. What is the policy on the availability and use of mobile phones for staff away from the office?
	
	

	6. Who is responsible for checking that a visit has been completed safely, and how would they know?
	
	

	2. Other


	
	


	F. ALARMS & EQUIPMENT
	Date Introduced

	1. Who is responsible for checking that alarm systems, buzzers, security keypads etc., are suitable and well located?
	
	

	2. What guidance is offered regarding the use of alarms? Note this will vary depending on where the alarm sounds.
	
	

	3. What guidance is given about appropriate action on hearing the alarm?
	
	

	4. What equipment is available (personal alarms, mobile phones, pagers etc), and under what circumstances?
	
	

	5. What arrangements are there for checking, issuing, and replacing safety equipment?
	
	

	6. Other


	
	

	

	G. TRAINING
	Date Introduced

	1. What arrangements are there for induction of staff into these local procedures?
	
	

	2. What arrangements are there for all staff to review incidents, learn from them, and update procedures and arrangements?
	
	

	3. What arrangements have been made for organising relevant training for individuals, teams, or projects?
	
	

	4. Other


	
	

	

	H. PRACTICAL & EMOTIONAL SUPPORT
	Date Introduced

	1. What arrangements are in place to provide first aid, and rapid medical attention?


	
	

	2. What procedures are in place for alerting family or significant others of serious injury?
	
	

	3. What training have senior staff in defusing and post-incident management?


	
	

	4. What arrangements are in place to make available debriefing and counselling as appropriate?
	
	

	5. What advice is available regarding insurance, compensation, liability, rights, paid leave, legal status, etc.
	
	

	6. What other supports (e.g. union, professional association, support groups, etc.) have been identified?
	
	

	7. Other


	
	

	

	OTHER ARRANGEMENTS
	Date Introduced

	1. Who has responsibility for implementing the Reporting Procedure?


	
	

	2. Who has responsibility for obtaining a factual account of the incident from those present?
	
	

	3. What is the procedure for reviewing future involvement with the aggressor? 


	
	

	4. Who is responsible for maintaining (where applicable) with the police, and agreement on summoning their help?


	
	

	

	Other Comments:
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