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Use this checklist as a guide to assist in identifying potentially violent situations and to review and improve safety procedures. Tick the appropriate response. 
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   PART A: Hazard identification checklist
	 The Work Environment 


	Are money/valuables/drugs kept at the workplace?
	
	Yes
	
	No

	Does the workplace provide a customer or client service?
	
	Yes
	
	No

	Do staff work alone or at night?
	
	Yes
	
	No

	 Are violent incidents fairly common in your industry or area?
	
	Yes
	
	No

	Is it easy to enter the workplace unnoticed? 
	
	Yes
	
	No

	Does the workplace have


	
	
	
	

	Low lighting or dark areas?
	
	Yes
	
	No

	Irritating or high noise levels?
	
	Yes
	
	No

	Inadequate space for staff and clients/customers?
	
	Yes
	
	No

	Inadequate barriers between staff and clients?
	
	Yes
	
	No

	Furnishings or equipment that could be used as weapons?
	
	Yes
	
	No

	Clients/ customers


	Are customers or clients likely to become angry or disgruntled?
	
	Yes
	
	No

	Are clients likely to be affected by drugs or alcohol?
	
	Yes
	
	No

	Are clients/patients likely to suffer from mental illness?
	
	Yes
	
	No

	Do inexperienced workers deal with potentially difficult clients?
	
	Yes
	
	No

	Are procedures available for referring clients to other services for psychiatric, drug, alcohol and behavioural reasons?
	
	Yes
	
	No

	Are clients made aware of what is expected of them regarding their conduct at the workplace?
	
	Yes
	
	No
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	 Workers


	Are staff relationships frequently tense?
	
	Yes
	
	No

	Are certain workers likely to become violent?
	
	Yes
	
	No

	Are certain workers likely to use abusive language?
	
	Yes
	
	No

	Are workers stressed, unhappy or bored at work?
	
	Yes
	
	No

	Are personal difficulties becoming a problem at work?
	
	Yes
	
	No

	Is prejudice or intolerance displayed at the workplace?
	
	Yes
	
	No

	Are initiation ceremonies or bullying accepted practices amongst workers?
	
	Yes
	
	No

	 Training 


	Have workers who may be exposed to workplace violence received the following training:
	
	
	
	

	Legal responsibilities?
	
	Yes
	
	No

	How to recognise potentially violent behaviour?
	
	Yes
	
	No

	Causes and types of violence?
	
	Yes
	
	No

	Client Service skills?
	
	Yes
	
	No

	Negotiation skills?
	
	Yes
	
	No

	Communication skills?
	
	Yes
	
	No

	Security procedures?
	
	Yes
	
	No

	Basic self-defence?
	
	Yes
	
	No

	Incident reporting and recording?
	
	Yes
	
	No

	Emergency and response procedures?
	
	Yes
	
	No

	Worker assistance programs?
	
	Yes
	
	No


[image: image4.png]



[image: image5.png]



	Communication 


	Can workers communicate effectively with clients/customers to diffuse potentially violent situations?
	
	Yes
	
	No

	 Are field workers or persons working alone able to call for help quickly in an emergency?
	
	Yes
	
	No

	 Are mobile phones, intercoms, duress alarms and beepers available and in good working order?
	
	Yes
	
	No

	 Are emergency telephone numbers prominently displayed or on automatic dial?
	
	Yes
	
	No

	Security


	Duress alarms at counter areas and in interview rooms?
	
	Yes
	
	No

	Monitoring and surveillance systems?
	
	Yes
	
	No

	Fire alarms and sprinkler systems?
	
	Yes
	
	No

	Fire fighting equipment meeting current regulations?
	
	Yes
	
	No

	Security screens and doors?
	
	Yes
	
	No

	Master key locking systems?
	
	Yes
	
	No

	Outdoor security lights triggered to operate after dark?
	
	Yes
	
	No

	Hidden safes?
	
	Yes
	
	No

	Interview Rooms with two exits?
	
	Yes
	
	No

	Staff only exits from office areas?
	
	Yes
	
	No

	Parking facilities close by, well lit, with minimal shrubbery?
	
	Yes
	
	No
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   PART B: Post Incident Checklist 

	Did the procedure for reporting the violent incident include a description of:
	
	
	
	

	The type of incident (e.g. verbal, physical, sexual, armed hold-up, bomb or death threat)
	
	Yes
	
	No

	Nature and extent of injuries, if any?
	
	Yes
	
	No

	Time and location, including whether it was on call-out?
	
	Yes
	
	No

	Who was involved (e.g. client and staff member)
	
	Yes
	
	No

	Was the immediate response procedure correctly followed?
	
	Yes
	
	No

	Were police/other emergency services promptly called?
	
	Yes
	
	No

	Was first aid immediately available if required?
	
	Yes
	
	No

	Was the incident discussed with employees afterwards?
	
	Yes
	
	No

	Was a worker assistance/counselling service provided if needed?
	
	Yes
	
	No

	Were workers able to return to normal duties soon after the incident?
	
	Yes
	
	No

	Was there a review to see if procedures could be improved?
	
	Yes
	
	No
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