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Safety Policy 
 

1. INTRODUCTION: 
 
RVA recognises its responsibilities for protecting the personal safety of staff and 
volunteers. This policy minimises the risk for staff and volunteers working for RVA of 
violent or aggressive behaviour and is an important part of health and safety at work. The 
policy will be made available to all existing staff/volunteers and will form part of the 
induction for new staff/volunteers. 

Insurance: 

RVA carries a range of insurance policies, and certificates (or copies) are on display at all 
RVA premises. Further information can be obtained from the Office Manager. 

Health & Safety: 

This policy has been written with reference to the Health and Safety policy, in particular 
building and fire regulations and the procedures for regular risk assessments. 

2. THE RISKS TO PERSONAL SAFETY 

 
RVA is committed to training and developing all volunteers and staff in dealing with 
incidents of aggressive behaviour.  
 
It is in the nature of RVA’s work that staff or volunteers may find themselves in the 
following situations: 

● Meeting people they do not know well or at all, in RVA’s premises when there are 
no other RVA workers present. 

● Meeting people they do not know well or at all in other premises or locations 

● Travelling alone in the Reading area, particularly at night, on RVA business (eg 
training events, evening meetings etc) 

● Carrying money or other valuable items on behalf of RVA 

● Travelling long distances and staying overnight in order to attend conferences or 
training events or to visit other projects. 

● Encountering in any context while working for RVA unpredictable outbreaks of 
aggressive behaviour by disturbed people (which may be related to mental health, 
drug or alcohol induced etc) 

In all these situations staff or volunteers are potentially at risk of violence or aggression. 
Such risks cannot be eliminated entirely, but can be minimised with a combination of 
awareness, sensible procedures, and practical aids. 
 
Detailed guidance for staff and volunteers is provided in Appendix 1  
Personal safety advice is provided in Appendix 2 



 
 
 
 

3. COMMUNICATION SYSTEMS AND RAISING THE ALARM 

All RVA volunteers and staff who work out of the office will either be issued with a mobile 
phone and personal alarm or will provide a personal mobile phone contact number. There 
is an Outreach contact proforma on the Volunteers’ intranet for use in all off-site work by 
members of the volunteer team. It includes details of the event, location, mobile number 
for the volunteer and a contact number for the organisation hosting the event and for RVA. 
The personal emergency/off-site phone contact number for every staff member and 
volunteer, together with next of kin details, are listed on the ‘RVA Staff and Volunteers 
Confidential’ database contact group.  
 
Staff working alone are responsible for making sure that information is left available [with a 
responsible member of staff] on the e-diary system, giving the following information: 
● Who they are meeting and/or the nature of work involved  
● Location of the meeting place 

● Mode of travel   

● Departure time and estimated time of return 

 
Any changes should be communicated back to the office.  If the lone worker fails to make 
contact within a specified time interval, eg one hour of the estimated return time, the 
nominated person should try calling the individual on their mobile phone, and then if 
necessary contact the line manager of the lone worker. Appropriate action can then be 
planned, including the involvement of any emergency services. 
 
Staff or volunteers will be asked to provide contact details of who (outside of work) should 
be contacted in the event of any emergency. Staff should make sure these details are 
accurate and up to date on the ‘RVA Staff and Volunteers Confidential’ database contact 
group. 
 
Staff and volunteers who live alone and who attend evening meetings should inform a 
colleague, manager, family member or friend about where and when they are having a 
meeting, and agree a time when they will call to say they are home safely. If the nominated 
person does not receive a call then attempts to contact the member of staff/venue/group 
organisers can be made, and the alarm raised if necessary. 

4. REPORTING AND REVIEWING INCIDENTS 

It is important that all incidents of violence or threatened violence towards staff are 
reported and monitored so that appropriate action is taken. These reports will be 
monitored by the Director [and the nominated Health and Safety Officer (HSO)], alongside 
accident information. Any appropriate recommendations for changes to working practices 
will be made. 

Reporting Procedure: 

1. Any volunteer or member of staff who suffers any incident of (actual or threatened) 
aggression or violence whilst at work should ensure that it is reported immediately to 
their line manager (and the police). 

2. The line manager of the individual should make a preliminary investigation of the 
circumstances, ensure that the Manager is informed, and instigate a written report 

3. Copies of all reports should be forwarded to the HSO and recorded in the 
Accident/Incident book. 



 
 
 
 

4. If any serious assault has taken place, the incident should then be investigated further 
by the CEO, or in her absence the Chair. 

5. A report should be made to the RVA Board. Any recommendations should be shared 
with the immediate people affected, and the HSO, to ensure improved practice within 
RVA. 

 
Whilst all incidents need to be reported (and entered in the Accident/Incident book) and 
treated seriously, a distinction needs to be drawn between serious incidents, which may 
give rise to a legal action, and less serious incidents, which may only need to be 
monitored.  

Review of Incidents 

Violent behaviour (actual or threatened) towards RVA workers/volunteers is unacceptable.  
Managers should review each incident and where appropriate make recommendations to 
the Manager/HSO as to the action which should be taken to minimise the risk of 
subsequent incidents.  A debriefing for all members of staff should take place.  
Recommendations might include: 
● Criminal proceedings or some form of civil action being taken, with the assistance of 

CVS named solicitor. 
● An increase in the level of supervision. 
● Amendments to the Personal Safety Policy. 
● Training being provided for the staff/volunteers affected by the incident. 
● Alterations to the working environment. 
 

APPENDIX 1 

DETAILED GUIDANCE FOR STAFF AND VOLUNTEERS 

Working on RVA premises 

For staff working in RVA offices, especially outside normal working hours, RVA must 
ensure they do so in relative safety.  The following points are guidance for reducing risk: 
 

● Staff or volunteers who are on their own should not allow access to casual visitors 
who have no appointment. Such callers, who may of course be quite genuine, 
should be encouraged to make an appointment at a more appropriate time. 

● When operating a service that is open to the public, there must always be at least 
two members of staff present in the office. This includes the Voluntary Action 
Centre when open, and any drop-in sessions that are being run in RVA premises. 

● Where staff or volunteers are dealing with an individual but feel uneasy about being 
alone with him/her they have a right to refuse to make an appointment or give 
access if it would put them in that position. In these situations, management will put 
their trust in the feelings of the worker. 

● If, when arranging to see someone, staff or volunteers have any reason to doubt the 
motivation or claimed identity of the individual they should make checks (eg if they 
say they represent an organisation then make sure it exists and try to speak to 
someone else in it to confirm the identity of the representative). Anyone claiming to 
represent local authorities, businesses, utility companies, etc should be asked for 
identification if they are not known. 



 
 
 
 

● Staff or volunteers who become worried about someone’s behaviour in the course 
of a meeting can use a pre-arranged method of alerting others to their predicament 
which is designed not to make the situation worse 

Security:  

As a general principle, all RVA premises will have a secure main entrance, through which 
any visitor can be seen before the door is opened. All RVA offices will be equipped with 
appropriate alarm systems, and the doors to each room in RVA’s premises will be 
lockable, as will any accessible windows. 
 
Working out of the office on RVA business 

It is a part of the nature of the work of RVA that staff are often working out of the office, eg 
client visits, meetings, forums, etc. Volunteers too are taking part in outreach events to 
grow awareness of our services out and about. 
 

● If meeting a new or unknown person or group, do not undertake site visits alone. 
Try and arrange the first meeting at an RVA office, or in a public place such as a 
café. 

● Ensure that people back at base know (the address) where you are going, who you 
are meeting with and when you expect to return.  Ensure these same people know 
you have returned safely (See Communication Systems and Raising the Alarm - 
page 2). 

● When meeting people on site indicate to them that you have undertaken the above 
precautions and that you are expected back at a certain time. 

● Always check the validity of a new client before undertaking a visit.  This can be 
done via contacts at work, local authorities, etc. 

● If a meeting in a secluded place cannot be avoided, have an exit route planned and 
work out in advance a means of transport back. 

● Do not give your home number or address to clients under any circumstances. 
● Staff or volunteers who feel any uneasiness about someone they are asked to meet 

alone have the right to avoid any such encounter and will be supported by 
management in doing do.  

● Volunteers working off-site must ensure that they complete the Outreach contact 
proforma, carry a copy with them and provide a copy to their supervisor. 

Carrying money and valuables for RVA: 

● Staff or volunteers should not carry money, valuables or stamps for RVA without 
being accompanied by another person. 

● Large amounts of cash, over and above petty cash, should not be kept on RVA’s 
premises. 

● Visits to the bank should not be at a regular time 

● Under no circumstances should staff or volunteers put themselves at risk on 
account of RVA’s property. If money is demanded with threats it should be handed 
over immediately. 

 

APPENDIX 2  

PERSONAL SAFETY ADVICE  



 
 
 
 

 
Set out below is advice that will help to prevent the likelihood of violence occurring: 
 
Avoid Risk 
● Avoid confrontation, do all you can to defuse a potentially violent situation.  
● Never interview a person alone if they have a history of violent or aggressive 

behaviour. 
● Physically – keep your distance. 
● Trust your intuition. If you feel scared or uneasy, do not ignore the warning, act on it.  
● Learn to recognise body language. 
● When going out from the workplace, leave written details of your movements and when 

you expect to be back. (eg. diary) 
● Always report any incident, no matter how trivial it may seem.  Not doing so could put 

others at risk. 
 
Develop Confidence and Communication Skills 
● Learn how to deal with difficult situations, develop communication skills and 

assertiveness through training, when offered. 
● Allow an aggressor plenty of space, both personal and verbal. 
● Be aware of your body language, eg relax your stance and do not clench your fists. 
● Look confident but not arrogant, a person who looks confident is less likely to be 

attacked. 
● Effective communication can greatly reduce the risk of aggressive or potentially violent 

situations developing, but remember that communication is not just verbal. 
If people focus their aggression on you, work to placate rather than provoke them. 

PERSONAL AWARENESS: 

There are many ways in which we already work to ensure our safety (avoiding subways at 
night etc), but becoming more aware of our surroundings puts us in control of our 
environment. The following steps are recommended to RVA staff and volunteers as part 
being helpful. RVA will provide awareness training on these issues when required. 
 
Whilst out and about: 

● Trust your intuition and listen to your feelings. If you sense something is wrong it 
probably is. Acting on your intuition may prevent an aggressive situation  

● Be prepared. Do you know who to contact and what to do if a difficult situation 
arises? Find out and if there isn’t anyone designated, ask for a supervisor or 
manager to be nominated 

● Be observant. Notice everything around you – exit doors, telephones, windows, 
sources of help. This will make you more aware of your surroundings and help you 
escape if you need to. 

● Assess potential risks. Avoid dangerous short cuts, walk facing the traffic on the 
street side of the pavement, think about where you park your car. 

● Make sure you have all the relevant information with you. Have you checked to see 
if there’s a known problem with the person you are seeing or the area you are going 
to? 

● If you are a volunteer taking part in an outreach event, have you and your 
supervisor completed the Outreach contact proforma and are you carrying a copy 
with you? 

● Look confident. Walking tall and being aware of your surroundings deters assailants 



 
 
 
 

– they prefer people who look and behave like victims 

● Never stay in a situation where you think you may be at risk. Don’t feel you have to 
stay because of your work. You can see the client, arrange the visit, or do the 
interview again. You can ask a colleague to come in or be with you. Don’t be afraid 
to ask for help. 

● Be aware of personal space – yours and others’. Encroaching on other people’s 
personal space can make them aggressive. If other people are too close to you and 
making you uncomfortable, ask for more space or move away. 

● Don’t get into lifts with people who make you uneasy. If you’re in a lift and you feel 
uncomfortable, get out and use the stairs. Make sure you know where the 
emergency button is and stand where you can reach it. 

● Don’t accept lifts in vehicles from people you have no reason to trust 
● Think about what you are wearing – can you run if you need to? 

 
In dealing with aggression: 
 If you find yourself in an aggressive situation, what can you do? 

● Try to stay calm if someone is starting to get angry. Your body language, voice and 
response can help diffuse a situation. Take a deep breath, keep your voice on an 
even keel, and try to help. 

● Offer an angry person a range of options from which they can choose the one they 
prefer. They will find it difficult to stay angry. 

● Do not be aggressive back – this is how anger can escalate into violence. 
● Are you the best person to deal with this situation? Going to get someone else is 

often helpful, particularly if they can solve a problem that you can’t. 
● Keep your balance and keep your distance 

● Do not touch someone who is angry 

● Don’t let your escape route be blocked 

● Keep yourself between an aggressor and an escape route so you can still get away 

● If the situation is very dangerous then get away as fast as you can. Never remain 
alone with an actively violent person 

● If you cannot get away, then scream, yell, or set off your personal alarm 

 

TRAVELLING SAFELY: 

 
Walking 
Anyone who is on foot should develop a sensible level of awareness to danger that is 
relevant to the circumstances. The use of a few sensible precautions should minimise 
risks: 
● If you feel unsafe about walking on RVA business, especially after dark, then don’t 

walk. Staff or volunteers who are unable to use a car when on RVA business after dark 
have a right to use a taxi at RVA’s expense.  

● Avoid short cuts through dimly lit or enclosed areas. 
● After dark keep away from bushes, doorways and alleyways. 
● Walk facing oncoming traffic, this avoids a vehicle coasting quietly. 
● Walk confidently and purposefully, avoid sending out signals of fear and vulnerability. 
● If available, carry a personal alarm and know how to use it. 
● Do not wear headphones, it will reduce awareness of your surroundings. 
● Wear sensible footwear, do not wear footwear which may impede your actions if 

alarmed. 



 
 
 
 

● If you think you are being followed, check by crossing the street.  If they follow you, go 
quickly to the nearest place with people and call the police. 

● Trust your instincts.  If you are wrong then you have lost nothing. 
● Keep your distance if asked for directions. 
● Be careful not to enter a house/building or park on an invitation of some unexpected 

person. 
 
By vehicle 

If you drive, a few sensible precautions will help minimise risks and help to make you more 
confident:- 

● Make sure that the vehicle is well maintained, and has plenty of fuel for the journey. 
● Always carry your mobile phone with you in case of emergencies. However, never 

use your mobile phone while driving. 
● When leaving the vehicle, always lock your vehicle and put anything of value out of 

sight. 
● After dark, park in well lit places as near to your destination as possible. 
 

If you break down 

● Pull off the road as far as you can and if necessary switch on your hazard warning 
lights. 

● If someone offers help, and you feel uncertain about them, stay in your vehicle with the 
doors locked and ask them to phone the rescue service.  Do not get into a car with a 
stranger or try to hitch a lift. 

● Use your mobile phone to summon assistance or walk to the nearest telephone, noting 
the road name/any landmarks and call your breakdown organisation or a garage (If you 
are a woman on your own they will normally give you priority). 

 

 
 

 
 

Reading Voluntary Action promotes strength within Reading's voluntary sector by providing information, access to resources, volunteer 
recruitment and training to people who work in or with charities, community groups and voluntary organisations. 
 

info@rva.org.uk 

0118 937 2273 

Reading Voluntary Action, 3rd Floor Central Library, Abbey Square, Reading RG1 3BQ 
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