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1. Introduction 
 
1.1 South Ayrshire Council employees have the right to expect to be treated with 

respect and without fear of violence and aggressive behaviour. Aggression, in any 

form towards Council employees will not be tolerated. Work has taken place with 

teacher trade unions to agree appropriate reporting and support mechanisms for 

employees (school based) who experience incidents of violence and aggression. 

 
This agreement should be read in conjunction with South Ayrshire Council’s Risk and 
Safety Standard on Violence and Aggression at Work (Standard No. 25) which can 
be found on The Core using the following link –  
 

Risk and Safety - Violence and Aggression Standard  
 
Violence or aggression at work by one employee against another is not covered by 

this agreement. Where this situation arises employees should seek advice from 

their HR Advisor to discuss which policy/procedure/course of action would be 

appropriate. Advice can also be sought from Trade Union Representatives. 

 

2. Key Principles 

 
2.1 The purpose of this agreement is to provide a reporting mechanism for school staff 

who are subject to violence and aggression from pupils, parents, or others in relation 
to their employment with South Ayrshire Council. 

 
The Health & Safety Executive definition of an incident in this context is ‘any incident 
in which a person is abused, threatened or assaulted in circumstances relating to 
their work’. This includes physical attack and threatening behaviour with or without a 
weapon, and intentional damage to personal property’. 

 

3. Actions Required 

3.1 Employees are required to complete the online reporting form within 5 working days 
of the incident.  Individual employees have a right to report incidents to police if they 
feel it is appropriate to do so.   

The incident will be recorded via the online Violence and Aggression form, an 
acknowledgement will be sent to the employee directly after submission, thereafter, 
Management at the establishment are required to discuss the incident with the 
employee prior to completing the Management section of the online form, which 
should be submitted within 5 days of receipt of the online notification, providing 
the outcome of the reported incident.   

 
The establishment management team will offer an appropriate level of support to the 
employee and where appropriate medical support can be accessed through a referral 
to Occupational Health. Statistics will be monitored, with patterns and trends being 

https://southayrshiregovuk.sharepoint.com/sites/RiskandSafety/Standards%20Health%20and%20Safety/Forms/AllItems.aspx?viewid=4e2b6006%2Dd193%2D4f56%2D8af7%2D602fe082e8e4&as=json&id=%2Fsites%2FRiskandSafety%2FStandards%20Health%20and%20Safety%2FViolence%20and%20%20Aggression%20Standard%20%2D%20July%202022%2Epdf&parent=%2Fsites%2FRiskandSafety%2FStandards%20Health%20and%20Safety
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reported to the Inclusion Team who will offer an appropriate level of support to reduce 
further incidents.   

 
Statistical data will be collated from the online submissions and will be used to provide 
the JCC and the DMT with regular updates on incidents of violence and aggression 
in establishments.   Statistical information will also be provided to the Scottish 
Government, Education Scotland or other recognised bodies on request.  Data will 
also be used to respond to Freedom of Information requests although the names of 
staff and pupils involved will never be disclosed. 

 

4. RIDDOR Reportable Incidents 

The Risk & Safety Team will notify the HSE of incidents that require compliance with 
the Reporting of Injuries, Diseases & Dangerous Occurrences Regulations 2015. 
(RIDDOR). A RIDDOR reportable incident refers to an incident whereby the employee 
was either absent from work following the incident for more than 7 consecutive days 
(not counting the day of the accident); had to attend hospital directly following the 
incident; or where a ‘major injury’ such as broken limb has occurred. Advice on 
reportable incidents can be obtained from the Risk & Safety Team on 01292 612048 
or by e-mail at corporate.safety@south-ayrshire.gov.uk 

 

5. Administration Process To Be Followed 

Employee actions required: 

• Employees are required to complete the online reporting form within 5 working days 
of the incident, using the following link –  

 
Violence and aggression reporting form (Education) - The Core (south-ayrshire.gov.uk) 
 

Line Management actions required (this would normally be the Head Teacher or Centre Manager): 

 
Preventative Actions: 
 

• Undertake a risk assessment as advised by the Council’s Risk & Safety Team to 
mitigate potential risk of violent and aggressive incidents. Support from Trade Union 
Representatives can be given during this process. 

• Monitor level of incidents and reporting at establishment to allow preventative 
measures to be put in place where required 

• Undertake individual risk assessments where appropriate e.g. when teacher is 
pregnant and it is known that there have been previous incidents with her class or a 
particular pupil. Support from Trade Union Representatives can be given during this 
process 

 
Responsive Actions following an Incident: 
 

• Head Teacher must email vaforms@south-ayrshire.gov.uk immediately if notified of 
an incident which has resulted in a serious injury  

• Once the online form is submitted by the employee, Management at the 
establishment will require to complete the Management section of the online form 

mailto:corporate.safety@south-ayrshire.gov.uk
https://thecore.south-ayrshire.gov.uk/article/25532/Violence-and-aggression-reporting-form-Education
mailto:vaforms@south-ayrshire.gov.uk
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providing additional information regarding the reported incident within 5 days of 
receipt of the on-line notification.   

• Ensure employee is offered appropriate support either via SMT or via Occupational 
Health 

• Contact Corporate HR if an Occupational Health appointment is required  

• Ensure employee is notified of any follow up action taken in relation to the incident 

• Advise Education Resource planning by e-mailing vaforms@south-ayrshire.gov.uk  
if the member of staff has a belated absence related to the incident in order that 
statistical records can be adjusted accordingly 

• If RIDDOR applies ensure this is selected on the online form 

• Seek appropriate support and advice from Inclusion Team where required 
 
 
Educational Services central team actions required: 
 

• Education Resource Planning record incidents on a monthly basis. Reports highlight 
emerging patterns/trends re: particular pupils, members of staff or locations  

• Staffing Team liaises with Education Resource Planning team to prepare a report to 
be passed for regular discussion at DMTs and at quarterly JCC meetings. 

• Statistical responses to recognised bodies and FOI requests 
 
 

6. RISK AND SAFETY TEAM 

• Risk and Safety Officer has full access to all violence and aggression forms submitted 
and will liaise with establishments directly when RIDDOR is applicable 

 

• Risk and Safety will use the shared data to report appropriate statistical information 
to First Tier JCC 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:vaforms@south-ayrshire.gov.uk
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Appendix 1 – V&A Reporting Process - Guidance Notes 

 

V&A Online Reporting Form 

Employee & Line Manager Guide 

Education Employees i.e., Secondary, Primary, Early Years & Support Staff (Excluding Facilities 

Management Staff) 

Incidents of V&A are recorded online using the case management system (CMS) from 

GOSS.  The case management system (CMS) creates an online file following the 

submission of a V&A form.  The V&A form is then stored securely electronically.  

An online reporting facility has been set up which will provide Education Resource Planning 

with the ability to run detailed reports on V&A forms that are submitted.   

This guide will assist employees and Line Managers to use the on-line process. 

To access the V&A reporting form please use the link below: 

Violence and aggression reporting form (Education) - The Core (south-ayrshire.gov.uk) 

 

Here is a screenshot of how the form will look: 

 

 

 

 

 

https://thecore.south-ayrshire.gov.uk/article/25532/Violence-and-aggression-reporting-form-Education
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Employee (Victim) Actions: 

Employees are required to complete the online reporting form and inform their Line 

Manager of the incident within 5 working days of the incident.  Employees should indicate 

whether they consider the Incident was either carried out maliciously or because of the 

particular needs of the pupil.  Individual employees have a right to report incidents to police 

if they feel it is appropriate to do so. 

If the employee believes that the incident should be reported to RIDDOR (Reporting of 

Injuries, Diseases and Dangerous Occurrences Regulations) they should select yes – 

reportable to RIDDOR at the end of the form. This will be reviewed by the Line Manager 

and if they are in agreement, they will select yes on their form too and the form will be 

forwarded to the Risk & Safety team who manage RIDDOR reporting. 

The employee should complete all sections of the form required, ensuring all names are 

spelled correctly.  

The Line Manager in most circumstances will be the Head Teacher/Manager of the 

establishment where the employee is based. 

If any assistance/guidance is required to complete the form, please email Education 

Resource Planning at vaforms@south-ayrshire.gov.uk and a member of the team will 

contact you to discuss. 

Once the form has been submitted the employee will receive an email notification, as 

below, to confirm the form has been received.  

The form is now complete for the employee (victim) and no further action is required. 

 

 

 

 

mailto:vaforms@south-ayrshire.gov.uk
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Line Manager Actions (this would normally be the Head Teacher or Centre Manager): 

Once the form has been submitted the Line Manager will receive a notification, as below, to 

advise that there is a task for them which requires action to complete the violence and 

aggression reporting process.  

 

 

 

The Line Manager can then either click on the tasks link within the email notification, circled 

above, or once on The Core select the Tasks tab at the top right hand side of the page, as 

shown below.  

Here you will see a list of your assigned tasks that have to be dealt with. 

 

https://thecore.south-ayrshire.gov.uk/770
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Click on the orange box and this will open the form to be completed by the Line Manager. 

The Line Manager will be able to view all the details of the incident that have been 

completed by the employee.   

The Line Manager should now review the form and complete the relevant sections of the 

form. If the Line Manager thinks the incident is RIDDOR reportable, it is their responsibility 

to select yes – reportable to RIDDOR 

The Line Manager is required to complete and submit the online reporting form to the 

Authority within 5 working days of receipt of the task notification. 

 

If any assistance/guidance is required to complete the form, please email Education 

Resource Planning at vaforms@south-ayrshire.gov.uk and a member of the team will 

contact you to discuss. 

Once the task has been completed and the form submitted an email notification will be sent 

to the employee, as below, to confirm the process has been completed and the form has 

now been successfully submitted.  

mailto:vaforms@south-ayrshire.gov.uk
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Education Resource Planning will also receive a notification to advise a completed form 

has been submitted, as below.  The incident will now be stored securely electronically.   

Where an incident has been identified as RIDDOR reportable, a PDF of the application will 

be automatically sent to the Risk & Safety Service as they manage and record all RIDDOR 

incidents. The PDF will also go to VAforms mailbox who will then forward a copy to the 

Education Services Service Lead. 

Education Resource Planning will then be able to compile reports based on the information 

recorded.  These statistics will then be presented at the quarterly JCC meeting. 
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Appendix 2 - Violence or Aggression Process Flow Chart 


