POTENTIALLY VIOLENT PERSONS & INCIDENT REGISTER
Policy & Procedure Review
April 2010


1. Purpose

1.1	The purpose of maintaining a potentially violent person and incident register is to ensure the protection of any of our employees or any other personnel that we may ask to visit people in their homes or have any contact where they may be placed in a vulnerable position and their safety potentially placed at risk. The Health and Safety at Work Act places a duty on employers to take reasonable steps to prevent foreseeable risk of harm occurring to employees.

1.2	A register is therefore kept with a designated potentially violent person (PVP) marker placed against an individual’s record that indicates the level of potential concern and thus recommended action to take if contact with the individual is required for the purpose of carrying out required work.

1.3	The register is not intended to prevent any individuals receiving any services or to allow any employees to not deal with any individual as required for them to do so as part of their duties but to identify where extra precautions may need to be taken.

1.4	In order to ensure that we do not discriminate against any individual and to comply with relevant legislation (eg. Data Protection Act; Human Rights Act) it is vitally important that all information recorded against an individual and taken into consideration when placing a marker is factual and correct and can be supported by evidence.

1.5	Any information held against an individual needs to be relevant and not held for a disproportionate period of time.

1.6	The register enables the Council to meet its statutory requirements with regard to staff health and safety legislation and will be used solely for this purpose.

1.7	The purpose of the register is notified to the Office of the Information Commissioner.

2. Content of the register

2.1	Where there is factual information available about an individual, or where a specific incident has occurred that could suggest that an employee could be placed at any risk if dealing with an individual, the consideration of placing one of the following PVP markers against the individual can be taken:

	PVP Marker
	Possible cause (examples)
	Action to be taken:

	1
	Specific incidents occurred in past directly endangering individuals;
Physical abuse of employee’s property.
Excessive threatening verbal or written abusive behaviour where intent to carry out is considered likely.
Death threats to individuals;
Unpredictable behaviour due to mental illness;
	Do not visit at home– any contact must be taken in approved premises where sufficient support available to call upon

	2
	Past incidents unpredictable; 
Excessive threatening verbal or written abusive behaviour;
Sexual harassment (eg. Inappropriate actions; comments; gestures)
Racial or Religious harassment (eg. Inappropriate actions; comments; gestures)
Criminal record where individuals could be at risk (eg registered sex offender)

	Do not visit alone – 2 people should always be present

Officers regularly visiting peoples homes usually have access to a ‘solo protect unit’ which provides additional support. Any officers visiting with a ‘2’ marker should ensure access to one of these units.


	3


	Frequent abusive language
	Caution – be extra careful 
NB. Only intended for use with customers whose behaviour is unlikely to be violent but officers may be more comfortable with support of others in an office environment.  If any concerns about potential violence, a ‘2’ should be placed to ensure officers visiting are not placed at risk.





2.2 Where the evidence against an individual exists, the relevant PVP marker is placed against their record in the Customer Relationship Management (CRM) system. This is the only ‘Corporate’ system that exists with customer details and therefore should be the only system to be updated with this information to ensure it is maintained accordingly to comply with legislation.

2.3 It is not usually recommended that markers are placed against specific addresses as when individuals move this could lead to incorrect information being held against another individual’s record, however, in practice, there are occasions where such markers against properties are required to protect employees in the same way, for example:

· Persons that live with an individual that has been identified as potentially violent under the above criteria – if an employee was to visit this address and the individual with the PVP marker was there, they may be placed in danger. However, to record any marker against other individual’s living there but with no reason would not be fair.
· On rare occasions, police advice is given to avoid a certain area (eg. Block of flats) for a short time, while a particular issue or operation is being resolved.

2.4	For these examples, a PVP marker against the property will be recorded but these will need to be reviewed every month to ensure that when the identified threat is no longer there that the marker is removed. These markers are identified as follows:

	PVP property marker
	Possible cause
	Action to be taken

	P1
	Identified that individual with PVP marker 1 lives at address;
Police advice not to visit area
	Do not visit home address; 

	P2
	Identified that individual with PVP marker 2 lives at address
	Do not visit alone; 
Use of solo protect unit.

	P3
	Identified that individual with PVP marker 3 lives at address
	Caution – check who will be present if visit
Use of solo protect unit.




2.5	In practice, this will mean that on the CRM system, if an individual PVP marker is placed, this will show against that individual’s personal record and will need to be disclosed as such. However, the property PVP marker will only show against the property address, and so if an individual moves in or out of that address, the marker will not show against that individual’s record, only the property record.

3.	Authorising a marker against an individual or property

3.1 In order to comply with the Data Protection Act, the first principle is to ensure that processing is fair and lawful. It is therefore essential that any markers to be considered to be placed against an individual is based on factual evidence based on either a specific incident(s) that has occurred or concern from a professional rather than being based on purely personal opinion.

3.2 A nominated senior officer will consider any individuals or property referred for a potentially violent marker. The nominated senior officer will be responsible for ensuring that information supplied fits the criteria for a marker to be placed and the designate the level of the marker. The nominated senior officer will also be responsible for ensuring that consideration of any marker is given priority over any other work to ensure that any relevant marker can be placed against a record as soon as practically possible to prevent any employees being placed at unnecessary potential risk.

3.3	When a marker has been placed against an individual, in order to be fair, the individual should be notified about the marker that will be held against them with the reasons why. The notification should include the following:
· Nature of threat or incident (date of and detail) that led to the marker
· That the individual’s record will show the marker
· Who this will be passed on to (eg. Employees if contact made or required)
· The review date of when the marker will be considered for removal.
In extreme cases, if it is believed that informing the individual could cause a substantial risk of a violent reaction then it may be decided not to inform the individual. Each case should be considered carefully with supporting evidence to validate the actions taken.

3.4	When authorising a marker, the nominated senior officer will need to complete a form to record the following:
· Nature of information supplied (eg. Date and details of any incidents; professional information confirmed)
· Whether individual has been notified about the marker and if decided not to inform, the reasons why.
· The next review date.
· Any contact details required for the review (eg. For professional advice).

This places the onus on the nominated senior officer to ensure all relevant information has been obtained from the person referring the matter. This is to prevent any employees from being deterred from reporting any incidents as feedback suggests that completion of formal forms are seen as a barrier to reporting. It is intended that any employee should be able to refer any incidents as easily and quickly as possible to prevent any unnecessary risks being placed on others. However, all employees should be made aware, through training, that PVP markers can only be placed where there is sufficient factual evidence to support them.

3.5 An individual has the right under the Data Protection Act, section 10, to stop processing their personal information if it is likely to cause them substantial and unwarranted damage or distress. Should such a notice relating to a violent persons marker be presented it is possible that justification of placing the marker against an individual may have to be made in court.

4. 	Review of PVP markers

4.1 It is essential that all PVP markers are reviewed regularly to ensure that they are not being recorded against people or properties unnecessarily. The Data Protection Act also states that personal information should not be kept longer than necessary.

4.2 All PVP markers should be removed when there is no longer any perceived threat to employees.

4.3 All PVP markers against individual’s records should be reviewed at least every 6 months. Property markers should be reviewed every month.

4.4 When undertaking the review the following should be considered:
· The original reason for the marker and the level of threat or violence
· How long ago the threat/incident was
· Subsequent behaviour of the individual and interactions with employees
· Whether the incident was likely to have been a ‘one-off’ (eg. Consider whether individual was under unusual amount of stress due to particular set of circumstances)
· Any relevant professional advice

5.	Employee’s Responsibility

5.1 Under the Health & Safety at Work Act, is states that it shall be the duty of every employee at work:
· To take reasonable care for the health and safety of himself and of other persons who may be affected by his acts or omissions at work; and
· As regards any duty or requirement imposed on his employer or any other person by or under any of the relevant statutory provisions, to co-operate with him so far as is necessary to enable that duty or requirement to be performed or complied with.

5.2 Therefore, with regard to considering potentially violent persons or incident reporting, every employee must:
· Be obliged to ensure that any incidents or concerns are reported to the nominated senior officer for consideration of a PVP marker.
· Take responsibility for their own safety, and others, by following the procedures to check for any PVP markers against individuals or properties prior to arranging appointments with individuals or visiting any properties.
· Where additional protection is offered, such as the use of a ‘solo protection unit’ (which enables a direct link to a control office) that the procedures and use of these are followed accordingly. 
· Where any incidents have occurred, complete the incident/accident report form as well as refer for the PVP marker to ensure that the incident can be investigated further for any remedial action to be considered and implemented.

6.	Training

6.1 All employees who may need to undertake one to one contact with individuals for their work or who need to visit properties for any reason, must be fully conversant with how to check for any PVP markers.

6.2 In addition, any employees making appointments for other officers or contractors should be fully conversant with how to check for any PVP markers. 

6.3 Therefore, it will be a mandatory requirement for all identified employees to undertake training in relation to potentially violent persons and incident reporting at least once a year to take into account any revised procedures or just to keep the importance of their actions refreshed.

6.4 All new employees should be given written instructions at induction on:

· what the potentially violent persons and incident register is
· how to check for PVP markers
· how to refer an individual or property for consideration of a PVP marker
· their personal responsibility to check and refer in accordance with procedures

It will then be the responsibility of the relevant line manager that carries out the specific service induction to identify whether that role will require further training (eg. One to one practical application of the CRM system) in order to effectively carry out their responsibilities with regard to the potentially violent persons and incident register. This should be identified through the normal risk assessment process for every role.

7. Potentially violent persons officers group

7.1	A small ‘PVP’ officers group is in place and consists of the following:
· Nominated senior officer.
· Health & Safety Advisor.
· Community Safety Officer.
· Nominated officers who are regularly exposed to home visiting/customer contact.
· CRM development officer.
· 

7.2	This group was set up to ensure that an ongoing review of the procedures and processes in relation to the PVP markers takes place to protect employees as occasionally incidents occur that may not be covered by policy and procedures.

7.3	In conjunction with the nominated senior officer, the group will meet to consider the procedure and application by employees and highlight any areas for review accordingly. The group also may be utilised to ensure that the consistency of the application of markers is applied accordingly.

7.4	The group may also be consulted to act accordingly in the absence of the nominated senior officer (eg. To place a temporary marker against a record until the nominated senior officer returns or duties allocated to another).

8.	Access to the register

8.1 Access to the register will be on a ‘need to know’ basis only. Employees will need to search for an individual or an address to ascertain whether there is a PVP marker and can only do so where their job role and duties necessitates the need to access this data for a specific purpose. For example, this means that if an employee identifies the need to make a visit to a property or to make an appointment with an individual to carry out their duties, a review of the specific property of individual record will need to be taken to ascertain whether there are any PVP markers present. It does not mean that access to an overall list of properties or individuals records with PVP markers attached, can be made readily available to those who may carry out such duties as this may disclose unnecessary personal information.

