SAMPLE

[bookmark: _GoBack]PERSONNEL/CLIENT SECURITY POLICY

The CSAP holds the safety of its personnel and clients to be of utmost importance.  All personnel and volunteers will be advised not to go into clients’ homes where a batterer or perpetrator may reside.  Staff and volunteers will sign themselves in and out at the office, noting where they are and when they will be back during working hours.  After hours, the volunteer advocate will check in with the crisis line worker, informing the worker where the advocate is going and when the advocate will be back.  The advocate will check back in upon return home.  Meetings with clients will be arranged in public places whenever possible.
Clients will be asked to wait in the front waiting room and will be escorted by staff to a meeting room.  If the client is in an unsafe situation, the front and back door may be locked.  The CSAP is equipped with a doorbell that other clients entering the building can ring if necessary.
Staff will remain aware of client behavior and contact the police if a client becomes aggressive.  There is at least one telephone in each office.  Staff will also be instructed to shout “help!” if needed.  Staff will use de-escalation techniques, such as talking to the client in calming voice, asking the client to leave, or leaving the office themselves and getting assistance from another staff member.
[image: MCj04352360000[1]]Tip – talk about what aggressive means to each staff member, practice de-escalation techniques.
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