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Personal Safety Checklist for MP/Councillor Surgeries

When conducting your surgeries, you may meet people who are confrontational or in different states of
distress. They may display irrational behaviour or become upset, angry or aggressive. It is therefore
important that you continually assess your surroundings and potential threats before and during
meetings to ensure that you reduce the risks and stay safe.

Start by asking yourself the following questions:

v’ Is the designated surgery room close to other staff areas?

v Will there be other colleagues present in the building when | hold my surgery?

v" Are other colleagues aware that | am holding my surgery and do they know which room I am

holding it in?

Do | need a colleague to support me at the meeting?

If not, have | informed them that | am starting or finishing my surgery?

Have | told my colleague how long the surgery should take, so that they can check on me if it

takes longer?

v Is there an incident log book? — providing a central place to accurately record incidents, not
depending on anecdotal accounts which can be unreliable.

v Have | checked the incident log book to see whether the visitor has previously attended and

caused problems? — all types of unacceptable behaviour, including verbal abuse, should be

documented, timed and signed.

Has the visitor previously displayed irrational behaviour or been aggressive or confrontational?

Is the visitor currently displaying irrational behaviour or signs of being upset, angry or aggressive?

Have | checked the room to make sure it is set up correctly with my chair nearest the door, so

that | can get out quickly if | need to?

Is my escape route clear and how do | get out quickly and safely if | need to?

Have | removed any items that have been left lying around, that could be used as a weapon

against me?

Is there sufficient room between myself and the visitor to respect personal space?

Is the room well lit?

How do | call for help if | need to?

Is there a phone in the room?

Do | need my mobile phone, is it charged and with signal?

Is there a password that | can discreetly use to inform my colleagues that | need their assistance?

Is there a panic button facility in the room?

If not, is a personal safety alarm available?

Am | sat at their level?

Am | using eye contact and open hand gestures to display a helpful attitude?
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