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 VIOLENT AND AGGRESSIVE BEHAVIOUR TOWARDS STAFF

	To be completed by the Victim



If you are unfortunate enough to be a victim of violent or aggressive behaviour, please complete this form.
The purpose of this form is to provide the Local Authority with information about incidents of violence or aggression towards staff.  This will ensure that the Local Authority is aware of the extent of violence or aggression towards staff and is able to consider whether any action needs to be taken.
(Please complete as much of the form as possible.)
	REPORTING REQUIREMENTS
If the incident resulted in you leaving work, time off work or specified injury you must inform management who will also inform the Health and Safety Section.  

Death Threat, Physical Violence and Use of Weapons incidents MUST be telephoned to the Health & Safety Section as soon as possible after the event in addition to completing this form.
	FURTHER ADVICE
To find out what the Council defines as violence and aggression and further information, see Calderdale's:-
· Violence and Aggression Policy
· Security Policy
· Lone Working Guidance
· Social Services Filtering Guidance for reporting violence for clients with behavioural problems.
Any queries, contact the Health & Safety Section (01422) 393067 
	DEFINITION
Violence & Aggression:
"Any incident in which a person is abused, threatened or assaulted in circumstances relating to their work."

Hate Incident:
“Any incident which is perceived to be a hate incident by the victim or any other person, this may be on the grounds of race, ethnicity, sexual orientation, disability, faith, gender or age”.
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	Part 1

	Details of Victim  (Print)

	a)	Name:

	



	b)	Post Held and Directorate/Service Area/Section:

	




	c)	Workplace Address:

	






	d)	Telephone Number:

	




	



Part 2

	Details of Incident

	

	a)	Date:
	
	b)  Time:
	

	c)	Place where incident took place: 

	











	

	d)	Reported to Police:
	Yes
	
	No
	
	

	Part 3

	Type of Incident (please tick all relevant boxes)

	

	1.
	Death Threat
	

	2.
	Physical violence
	

	

	3.
	                                                     Use of Weapons
	

	

	4.
	Use of Missiles
	

	

	5.
	Injury sustained separating pupils/students/public
	

	

	6.
	Aggressive verbal abuse
	

	

	7.
	Damage to personal property
	

	

	8.
	Intimidation (threatened or actual)
	

	

	9.
	Bullying
	

	

	10.
	                Hate incident related to race / ethnicity /
sexual orientation / disability / faith / age / gender
	

	
	
	

	

	
	(delete those that do not apply)
	

	

	11.
	Sexually related (language/actions)
	

	

	

	
	

	NB:  Some less extreme acts of violence and aggression may not be reportable, e.g.
· Some residential clients and day centre clients in Social Services who may have behavioral issues
· Sporting injuries sustained in contact sport.






	Part 4

	Account of Incident

	Please describe what happened:

	









(Please attach additional sheet if required)




	Part 5

	Aggressor(s) details (name, address, etc.), if known:

	







	

	Sex:      M
	
	F
	
		Age (approx): 
	
	



	Part 6

	Witnesses

	Did anyone witness the incident?  If so, please give details

	









	Part 7

	Consent (consent of victim)

	Do you consent to details being passed to other agencies?
	Yes
	
	No
	
	

	
	



	

Part 8

	Comments and/or Action taken by Manager/
Headteacher (if known/applicable)

	















	Part 9

	Ethnic Origin of Victim

	

	1.
	White British 
	

	

	2.
	White Irish
	

	

	3.
	White Other (specify)
	

	

	4.
	 White/Black Caribbean
	

	

	5.
	 White/Black African
	

	

	6.
	 White Asian
	

	

	8.
	Mixed other background (specify)
	

	

	9.
	Asian Indian
	

	

	10.
	Asian Pakistani
	

	

	11.
	Asian Bangladeshi
	

	

	12.
	 Asian Other (specify)
	

	

	13.
	Black Caribbean
	

	

	14
	Black African
	

	

	15.
	Black Other (specify)
	

	

	16.
	 Chinese
	

	17.
	Prefer not to say
	

	

	
18.
	 
Any other 
	



	Part 10

	

	Manager/Headteacher Informed:
	Yes
	
	     
	No
	
	

	

	

	Name of Manager/
Headteacher

	

	

	Completed by above on behalf of victim (with victim's consent):
	Yes
	
	
	No  
	
	

	
	

	Victim's name (printed) and signature:

	


	Date



	Form passed to Service Link Officer for possible 


	inclusion on Incident Register:
	Yes
	
	     No
	
	

	

	Name of Link Officer:
	

	
	

	Copy of form should be e-mailed to: (tick relevant boxes)

	If e-mailed, please keep hard copy of report with signature on site.
	Service Admin
	

	
	

	
	incident.reporting@calderdale.gov.uk
	

	
	

	

	
	





If sending a hard copy, please post the completed form to:
The Health & Safety Section, Westgate House, Halifax, HX1 1PS
	You are advised to keep a copy of this form









Calderdale Council is registered with the Information Commissioners Office (ICO) under the provisions of the Data Protection Act 2018. The Council takes its responsibilities under the act very seriously. The information collected on form VA04 is to enable us to comply with statutory requirements to report injuries of violence when required by the HSE, allow us to investigate harm you may have suffered, to prevent similar occurrences in the future, and comply with the equalities Act with respect to hate crime. Processing of this data is necessary to protect the vital interests of a data subject or another individual. The only personal information we will retain is your name. We may need to pass this information to our insurance service. After 6 years your personal data will be removed from the information held by the Council. At any time you can have a copy of the information we hold relating to this incident and have the right to have inaccurate information corrected by writing to the Health and Safety Manager, Westgate House, Halifax HX1 1PS. 
If you feel that your data has not been handled in accordance with the law you have a right to complain to the Data Protection Officer.

The Councils Data Protection Officer is Tracie Robinson and she can be contacted at:
Information_management@calderdale.gov.uk
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