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	Safety, Health and Environment (SHE) Guidance

	

	

	

	

	

	

	Personal Safety - A Guide for Councillors

	

	

	

	

	

	

	

	

	

	Purpose – this guidance will help Councillors manage their personal safety generally and when in situations that bring them into contact with the public.
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	1.
	The Role of Councillors and their Personal Safety

	
	

	
	There are two areas covered by this guidance:

· general health and safety; and
· managing risks when working in the community.

	
	

	
	The Local Government Association councillor workbook Health and Safety in the Council is recommended reading. It is concise but wide-ranging and touches upon personal safety and details how decision making may influence risk areas.
https://www.local.gov.uk/councillor-workbooks


	2.
	Personal Safety

	
	

	
	An important role of councillors is to keep in touch with their communities. This includes helping individuals with any problems they might have and these contacts are usually rewarding and non-confrontational. However you may find yourself having to calm down angry and frustrated residents, possibly face-to-face and alone.

	
	

	
	This guidance sets out personal safety measures that can be taken to prevent and deal with those circumstances when you may feel at risk while undertaking public duties or employment including meeting people you may not know. Many Councillors will not experience any problems during their term of office but a little time given to the preparation and planning can reduce any risk further.

	
	

	3.
	Surgeries

	
	

	
	The arrangements each councillor makes will vary according to local circumstances. However, the following suggestions will help to make a ward surgery safer and more effective.

	
	

	
	If possible, do not hold surgeries alone in an otherwise empty building. If you are currently doing surgeries alone, consider teaming up with other councillors or holding joint surgeries with your district counterparts.

	
	

	
	If you cannot avoid doing surgeries on your own, make sure to remember a few simple guidelines: 

· the layout of the room should suit you, i.e. sit nearest to the door with the constituents seated on the other side of the table; and
· if there is no separate waiting room, try to ensure that waiting constituents are as far as possible away from those to whom you are talking.


	4.
	Home Visits

	
	

	
	It is for each councillor to decide whether a particular visit should be made, especially if the person to be visited is unknown to the councillor. Sometimes you might prefer to be accompanied by a ward or other colleague, or obtain an initial report from council officers, or invite the person to a more public/ neutral place. 

	
	

	
	It is advisable for you always to keep a record of your whereabouts. If necessary, you can let the person whom you are visiting know that there is such a record or that you are expected at another place by a certain time.

	
	

	5.
	Malicious and Nuisance Telephone Calls

	
	

	
	Although nuisance calls are rare, you might become the target of a persistent, anonymous caller with a grudge against the Council. These calls need to be dealt with in accordance with police advice: 

· keep the caller talking;
· note any clues the caller may provide as to gender, age, accent etc;
· listen for any clues as to the caller’s motive and intention;
· write down the details immediately to assist police at a later stage;
· listen for background noise that may provide valuable information (e.g. railway sounds, industrial noises, machinery, music, animals);
· inform the police;
· inform Democratic Services.

	
	

	6.
	Personal Callers

	
	

	
	Most councillors seek to maintain a balance between their personal and public lives and do not want to encourage any callers at their private homes. Publicity by the authority as to how to contact councillors and details of ward surgeries reduces the chances of unwanted callers

	
	

	7.
	Lone Working

	
	

	
	If you are working alone you might consider the following options:

· leaving details of where you are going and how long you will be with a friend or relative;

· carrying a personal alarm or have one fitted in the meeting room. Other staff should know how to respond if the alarm sounds;

· making regular check-in calls to a friend or relative;

· teaming up with another person to make visits.

	
	

	
	Note: On the market there are various BS approved ‘lone worker’ apps for smartphones (e.g. Guardian 24, stay Safe) which can send discreet emergency alarm to contacts, and be set up to ring you if you have not checked in. Other functions typically include pin-pointing your GPS location and automatically record abusive conversation direct to central station.

	
	

	8.
	Mail

	
	

	
	As with telephone calls, on rare occasions you may become the target of malicious letters or emails. Any such letters or emails should be given immediately to the police.

	
	

	9.
	Driving and Parking

	
	

	
	You need to take the same precautions as most car owners would take:

· have your keys in your hand or easily accessible;
· park where possible, under street lighting;
· lock the car doors when you get into the car and leave it;
· don’t stay around for longer than necessary and stay alert at all times.

	
	

	10.
	Reporting Incidents

	
	

	
	In the first instance, seek advice from Democratic Services.

	
	

	
	Depending on the severity of the incident, the councillor involved should contact the police. Even if an incident is not considered serious enough to involve the police, it should always be reported to Democratic Services. This enables the council to undertake proper monitoring and decide if any action needs to be taken to prevent a similar incident occurring. You may also want to warn ward colleagues. 


	For more SHE advice and guidance:

	
	01452 425350

	
	she@gloucestershire.gov.uk
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