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IN AN EMERGENCY RING 999 FOR THE POLICE 
 
 
1. Introduction 
 
Harlow Council is committed to heightening awareness of Domestic Violence and or 
Abuse, Forced Marriage or Honour Based Abuse and providing guidance for employees 
and management to address Domestic Violence and or Abuse, Forced Marriage or Honour 
Based Abuse and its effects in the workplace. 
 
The Council also recognises that confidentiality is a crucial element in encouraging staff to 
come forward for help and assistance.  
 
The Council will make assistance available to employees who are affected by Domestic 
Violence and or Abuse, Forced Marriage or Honour Based Abuse. This assistance may 
include: confidential means for coming forward for help; resource and referral information; 
special considerations at the workplace for employee safety; work schedule adjustments 
or leave necessary to obtain a medical, counselling or legal assistance and workplace 
relocation (if available). In responding to Domestic Violence and or Abuse, Forced 
Marriage or Honour Based Abuse, the Council will maintain appropriate confidentiality and 
respect for the rights of the employee involved. 
 
To support the introduction of this policy the Council has also prepared a “Guide for 
managers - Dealing with Situations of Domestic Violence or Abuse” including forced 
marriage and honour based abuse (Appendix A) and Domestic Abuse: Getting Support 
guide, Forced Marriage and Honour Based Abuse Support Guide (Appendix B).  
 
This policy applies to all employees of Harlow Council and exercises its responsibility to 
protect its non-staff (independent contractors, agency staff), from harassment and bullying. 
 
This policy is designed to demonstrate how the Council will assist employees in dealing 
with the effects of Domestic Violence and or Abuse, Forced Marriage or Honour Based 
Abuse.  It also sets out the Council’s procedures in relation to the action that may be 
taken. 
 
 
 
 

DOMESTIC VIOLENCE AND ABUSE POLICY (including Forced 

Marriage and Honour Based Abuse) 
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2. Purpose 
 
The aims of this policy is to: 
 

• Safely assist and support employees asking for help in addressing Domestic  
   Violence and or Abuse, Forced Marriage or Honour Based Abuse issues. 
 
• Ensure those employees seeking assistance are confident that their situation will  
   be handled safely, sympathetically and confidentially. 
 
• Ensure all employees who are affected by Domestic Violence and or Abuse, 

Forced Marriage or Honour Based Abuse are aware of the policy and its    
implications.   

 
3. Responsibilities 
 
The Council will: 
 
Work with any employee experiencing Domestic Violence and or Abuse, Forced Marriage 
or Honour Based Abuse and adapt the support and assistance to each individual personal 
case, as appropriate. 
 
Allow employees to choose for themselves the support and/or advice that suits their own 
personal needs and situation 
 
Ensure employees have access to specialist agencies as documented in Appendix B.   
 
Maintain employees’ right to confidentiality (subject to certain restrictions, predominantly in 
relation to safeguarding). 
 
The Council encourages employees who are affected by Domestic Violence and or Abuse, 
Forced Marriage or Honour Based Abuse to discuss their concerns with their line manager 
or Human Resources.  The employee may choose to be accompanied by a person of their 
choice, such as a workplace colleague or Trade Union representative (In specific 
circumstances and in consultation with HR an employee may have approval to have a 
different companion). 
 
Provide access to assistance such as:  
 
Reasonable time off for re-housing, medical appointments, counselling, attending 
specialist agencies, reorganising carer and/or schooling arrangements and whatever else 
is required depending upon the circumstances of the individual case.  This time off will be 
subject to the same criteria and processes that apply to leave requests. (Please see the 
Special Leave policy and authorised absence form) 
 
In exceptional circumstances, the Council may give consideration to relocation of their job, 
or make reasonable adjustments to work patterns in order to protect the employee (subject 
to operational needs and in consultation with Human Resources). 
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4. Managers/Supervisors 
 
Managers and Supervisors have a responsibility to: 

     
• Familiarise themselves with the principles of, and act in the spirit of this policy 
• Make employees aware of the Domestic Violence and Abuse Policy 
• Take action and deal with employee’s concerns as promptly as possible 
• Provide employees with information about agencies who can offer them advice  
  and support 
• Recognise the limitations of their role and seek help when appropriate from HR,  
  Occupational Health and other associated support services (Appendices A  
   & B). 

 
Managers/Supervisors should provide the employee with the support they require as soon 
as possible.  It is imperative that managers and all other people assisting the employee 
understand that they must not make decisions on behalf of the employee but can only offer 
and provide support as detailed throughout this policy. 
 
Managers will be able to seek confidential support and advice from: 
 

 Human Resources 

 Occupational Health Service via Human Resources 

 Any other appropriate agencies (Appendix B). 
 
Employees experiencing Domestic Violence and or Abuse, Forced Marriage or Honour 
Based Abuse will be allowed to seek appropriate support and guidance from their Line 
Manager or Human Resources to contact a specialist agency, during work time in a 
confidential environment (Appendix B). 
 
5. Perpetrators of Domestic Abuse  
 
The Council will ensure that employees are aware that domestic violence or abuse is a 
serious matter that can lead to criminal convictions.  
 
An allegation of domestic violence or abuse, forced marriage and honour based abuse 
against a partner/spouse/family member who also works for Harlow Council will be 
handled with particular sensitivity.  Providing a safe workplace may involve the suspension 
or redeployment of the alleged perpetrator pending a disciplinary investigation. 
(Information, advice and guidance will be provided by Human Resources) 
 
The Council also recognises that perpetrators of domestic violence or abuse may wish to 
seek help to change their behaviour.  Any employee voluntarily seeking such help will be 
treated in a supportive and non-judgmental way and will be signposted to appropriate help 
(Appendix B). Any information that an employee provides in these circumstances will not 
be shared with any other individual without the employee’s permission, unless there are 
child protection or safeguarding issues (for either a child or vulnerable adult). In these 
circumstances, complete confidentiality cannot be guaranteed as the relevant child or adult 
protection services may need to be involved and if appropriate the matter referred to the 
Disclosure and Barring Service (DBS). 
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6. Disclosure and Barring Service (DBS)  
 
The Council has a duty to make a referral to the DBS in certain circumstances. This is 
when an employer has dismissed or removed a person from working with children or 
vulnerable adults (or would, or may have, if the person had not left or resigned etc.) 
because the person has:  
 

1. Been cautioned or convicted for a relevant offence; or 
 

2. Engaged in relevant conduct in relation to children and/or vulnerable adults (i.e. an 
action  
or inaction (neglect) that has harmed a child or vulnerable adult or put them at risk of 
harm) or 

 
3. Satisfied the ‘Harm Test’ in relation to children and/or vulnerable adults (i.e. there 

has been no relevant conduct (i.e. no action or inaction) but a risk of harm to a child 
or vulnerable adult still exists). 

 
If one or more of the above have been met the information must be referred to the DBS. 
This is regardless of whether the action or offence was in connection with their work. 
 
7. Domestic Abuse:  Definition   
 
The Government definition of domestic violence and abuse is: 
 
'Any incident or pattern of incidents of controlling, coercive or threatening behaviour, 
violence or abuse between those aged 16 or over who are or have been intimate partners 
or family members regardless of gender or sexuality. This can encompass, but is not 
limited to, the following types of abuse: 
 

• psychological 
• physical 
• sexual 
• financial 
• emotional 

 
'Controlling behaviour is: a range of acts designed to make a person subordinate and/or 
dependent by isolating them from sources of support, exploiting their resources and 
capacities for personal gain, depriving them of the means needed for independence, 
resistance and escape and regulating their everyday behaviour.  
 
Coercive behaviour is: an act or a pattern of acts of assault, threats, humiliation and 
intimidation or other abuse that is used to harm, punish, or frighten their victim.'  
 
It is acknowledged that while it is usually women who experience domestic abuse from 
male partners, this policy and guidance applies equally to anyone, in any intimate or family 
relationship, who requires advice or help. 
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8. Domestic Violence and or Abuse in the Workplace 
 
It is important to promote the understanding that everyone has the right to a life free from 
violence or abuse in any form. Domestic violence and or abuse is wholly unacceptable and 
inexcusable behaviour and responsibility for violence and or abuse lies with the 
perpetrator. The Council strives to create a working environment that promotes the view 
that violence and or abuse against people is unacceptable and that such violence and or 
abuse will not be condoned.  
 
Under the Council’s Dignity at Work  Policy and Disciplinary Policy , acts of harassment or 
bullying of fellow employees, clients, customers, suppliers or members of the public 
visiting the organisation, violent, threatening or abusive behaviour is considered to be a 
serious offence and, if appropriate, disciplinary action will be taken.   
 
The Council recognises that every employee who experiences domestic violence and or 
abuse has the right to raise the issue with their employer in the knowledge that the 
employee will be offered safe support in a prompt, sensitive and confidential manager 
(subject to certain restrictions, predominantly in relation to safeguarding) and with the 
seriousness that these situations warrant. 
 
9. Forced Marriage and Honour Based Abuse  
 
Honour Based Abuse can be distinguished from domestic abuse and other forms of 
violence as it is committed with some degree of approval and/or collusion from family 
and/or community members, in response to perceived immoral/shameful behaviour, which 
is deemed to have breached the honour code of the family or community.  It may also be 
linked to misconceptions about culture and/or religious belief. 
 

Forced marriage is one of the ways honour based abuse can be manifested.  Men and 
women have the right to choose a spouse and enter freely into marriage. This is central 
to their life, their dignity and equality as a human being. 
 
Within a forced marriage or other forms of honour based abuse coercion is likely to be 
used to one or both spouses, by family members, friends and the wider community. This 
may include; threats of violence, being held against their will, emotional threats and other 
forms of coercion and harassment, such as not being allowed to go anywhere without 
being accompanied by someone.  
 
There is a common misconception that forced marriages are confined to certain religious 
group and cultures, however this is not the case. The practice of forced marriage is not 
confined to one culture or religious group and any persons regardless of ethnicity, culture, 
religion, disability, age, gender and sexuality can find themselves in a situation where 
they are offered no choice but to proceed with the marriage. 
 
The Council recognises that confidentiality is a crucial element in encouraging staff to 
come forward for help and assistance.  
 
The Council will make assistance available to employees who are affected by Forced 
Marriage or all forms of Honour Based Abuse.  Employees will be allowed to seek 
appropriate support and guidance from their Line Manager or Human Resources to 
contact a specialist agency, during work time in a confidential environment (Appendix B). 
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This assistance may include: confidential means for coming forward for help; resource and 
referral information; special considerations at the workplace  for employee safety; work 
schedule adjustments, temporary change to working hours or leave necessary to obtain 
medical, counselling or legal assistance; and workplace relocation (if available). In 
responding to Forced Marriage or Honour Based Abuse, the Council will maintain 
appropriate confidentiality and respect for the rights of the employee involved. 
(Information, advice and guidance will be provided by Human Resources). 

Forced Marriage: Definition 

 
The definition of forced marriage to be used will be in line with that used by the Home 
Office: 
 
'A marriage without the consent of one or both parties and where duress is a factor'. 
 
Honour Based Abuse: Definition 
 
The definition of honour based abuse to be used is the definition adopted by the Forced 
Marriage Unit at the Home Office: 
 
"So-called honour based abuse/violence is a crime or incident, which has or may have 
been committed to protect or defend the honour of the family and/or community". 
Any criminal offence of threatening behaviour, violence or abuse (psychological, physical, 
sexual, financial or emotional) committed as so-called honour crime.  Prosecution for the 
specific offence committed, e.g. common assault, GBH, harassment, kidnap, rape, threats 
to kill, murder.  
 
10. Confidentiality 
 
The Council respects an employee’s right to confidentiality and recognises that employees 
experiencing Domestic Violence and or Abuse, Forced Marriage or Honour Based Abuse 
normally have the right to complete confidentiality. However, in circumstances of child 
protection or the protection of vulnerable adults from abuse, the child protection and adult 
protection services may need to be involved. Complete confidentiality cannot be 
guaranteed in these situations and if appropriate the matter should be referred to the 
Disclosure and Barring Service (DBS). 
 
11. Equalities 
 
The Council will not discriminate against anyone who has been subjected to Domestic 
Violence and or Abuse, Forced Marriage or Honour Based Abuse, in terms of his or her 
existing employment or career development.  
 
The Council is aware that Domestic Violence and or Abuse, Forced Marriage or Honour 
Based Abuse victims may have performance problems such as absenteeism or lower 
productivity as a result of Domestic Violence and or Abuse, Forced Marriage or Honour 
Based Abuse.  The Council will make every effort to take into account employee’s 
personal and safety issues when dealing with absenteeism, performance etc. 
 
Under the Human Rights Act 1998, all public bodies have an obligation to protect the 
human rights of individual and to ensure that their human rights are not being violated. 
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The Equality Act 2010 came into force on 1 October 2010 and the public sector Equality 
Duty, came into force on 5 April 2011. The Equality Duty ensures that all public bodies 
play their part in making society fairer and providing equality of opportunity for all.   
 
An Equalities Impact Assessment has been completed and can be found on the infonet 
under Human Resources. 
 
12. Absence options for employees experiencing Domestic Violence and or Abuse,  
      Forced Marriage or Honour Based Abuse  
 
The Council will make every effort to assist an employee experiencing Domestic Violence 
and or Abuse, Forced Marriage or Honour Based Abuse. If an employee needs time off 
work, the length of the absence will be determined by the individual's situation (Please see 
Special leave policy) 
 
Employees and line managers are encouraged to first explore paid leave options which 
can be arranged in order to help the employee cope with the situation without having to 
take a formal unpaid leave of absence. Depending on circumstances, these options may 
include:  
 
    • arranging flexible work hours and location so the employee can seek protection, go to  
      court, look for new housing, enter counselling, arrange child care, etc. 
 
    • considering use of job sharing, Flexi Time, TOIL, Special Leave, including formal paid  
       and unpaid leave, etc. (Relevant forms linked to the Special Leave policy should be  
      completed, authorised and sent to Human Resources). 
 
13. Health and Safety at Work 
 
The Council undertakes to ensure the safety of its employees and will actively provide 
support to employees to minimise the risk to their safety while at work, if they make it 
known to the Council that they are experiencing Domestic Violence and or Abuse, Forced 
Marriage or Honour Based Abuse.  
 
There are four main areas of health and safety law relevant to violence and abuse at work: 
 
• Health & Safety at Work Act 1974 
• The Management of Health and Safety at Work Regulations 1992 
• The Reporting of injuries, Diseases and Dangerous Occurrences Regulations 1995 
• The Health and Safety (Consultation with Employees) Regulations 1996 
 

The main responsibilities of employers and employees for the health and safety of people 
at work are defined by the Health and Safety at Work Act 1974 and the Management of 
Health and Safety at Work Regulations 1999. The Council, as an employer, has a duty to 
ensure that its employees are safe at work, including safety from violence or abuse from 
colleagues, visitors or others. 
 
Where there is the potential for Domestic Violence and or Abuse, Forced Marriage or 
Honour Based Abuse to occur in the workplace, managers should assess the risk to the 
employee, and to other employees if relevant (confidentiality must be maintained), and put 
measures in place to reduce the risk. The manager should consider the risk of violent 
partners or ex-partners visiting the workplace, abusive phone calls, or intimidation or 
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harassment of an employee by the alleged perpetrator. In some cases, the alleged 
perpetrator may also be an employee of the Council. 
 
Managers should consider some practical options, (please see Domestic Violence and 
Abuse Policy Guidance for Managers, pt3. Options for Action) in consultation with the 
employee, taking into consideration the effects of any of these measures on services. 
Managers should record any discussion with the employee in confidential supervision 
notes, including any mutually agreed actions. 
 
14. Training managers to identify and respond appropriately  
 
The Council will train managers, Human Resources and Trade Union representatives to 
raise awareness of Domestic Violence and or Abuse, Forced Marriage or Honour Based 
Abuse and understand this policy and the guidance it contains. 
 
 
Further information can be found on Harlow Council’s website: 
 
http://www.harlow.gov.uk/domestic-abuse 
 
http://www.harlow.gov.uk/honour-based-abuse 
 
http://www.harlow.gov.uk/forced-marriage 
 
http://www.harlow.gov.uk/safeguarding 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.harlow.gov.uk/domestic-abuse
http://www.harlow.gov.uk/honour-based-abuse
http://www.harlow.gov.uk/forced-marriage
http://www.harlow.gov.uk/safeguarding
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Appendix A 
 

Domestic Violence and Abuse Policy - Guidance for Managers 
 

IN AN EMERGENCY RING 999 FOR THE POLICE 

 
1. Guidance for Managers 
 
Employees who are experiencing domestic abuse, forced marriage and honour based 
violence may not feel able to tell people at work of their situation or approach their 
manager with problems in the first instance. However, you may become aware of the 
situation as a result of other issues such as frequent absence from work, poor 
performance or an employee's partner frequently contacting them at work. In these 
circumstances, you should consider if domestic abuse may be an underlying cause and 
take this into account when dealing with the situation. 
 
If an employee discloses domestic abuse, violence, forced marriage and honour based 
violence to you, it is important to take a sensitive approach and ensure the employee is 
offered support. Offering appropriate support may mean that the employee is able to deal 
with the situation more effectively. 
 
When dealing with a report of domestic abuse, forced marriage and honour based violence 
from an employee, as a manager you should: 
 
• Restrict access to shared information on a need-to-know’ basis 
 
• GDPR and information security is important, however in certain circumstances, complete 
confidentiality cannot be guaranteed as staff have a duty to share information with other 
relevant agencies when there are safeguarding concerns in respect of children or 
vulnerable adults. In some situations this might include making a referral to the Disclosure 
and Barring Service (DBS). 
 
• Take the employee seriously, taking time to listen to them, believing what they tell you 
and ensuring a non-judgmental approach; 
 
• Understand that an employee may wish to involve a third party, such as a colleague, 
trade union representative, or friend, rather than speak to their line manager; 
 
• Be aware that there may be additional issues facing the employee because of their age, 
gender, sexuality, ethnic background, race or disability that you may need to be aware of 
 
• Explore what support is available, explore options, and support the employee in whatever 
they then decide to do. 
 
If you feel you require additional guidance and support on how to deal with a  case of 
domestic abuse, forced marriage and honour based violence reported to you, please 
contact the HR  on 01279  446070. If you think a child, young person or vulnerable adult is 
suffering  harm, or is at risk of harm, you must contact the Council’s Designated  
Safeguarding Officer: Christine Howard on 01279 446192. 
 
Always remember to guide employees to the Council’s Domestic Abuse policy which has 
National Helplines and information (Appendix B). 
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2. Safety at Work 
 
The main responsibilities of employers and employees for the health and safety of people 
at work are defined by the Health and Safety at Work Act 1974 and the Management of 
Health and Safety at Work Regulations 1999. The Council, as an employer, has a duty to 
ensure that its employees are safe at work, including from violence or abuse from 
colleagues, visitors or others. 
 
Where there is the potential for domestic abuse, violence, forced marriage and honour 
based violence to occur in the workplace, managers should assess the risk to the 
employee, and to other employees if relevant (confidentiality must be maintained), and put 
measures in place to reduce the risk. The manager should consider the risk of violent 
partners or ex-partners visiting the workplace, abusive phone calls, or intimidation or 
harassment of an employee by the alleged perpetrator. In some cases, the alleged 
perpetrator may also be an employee of the Council. 
 
Managers should consider some of the following practical options, in consultation with the 
employee, taking into consideration the effects of any of these measures on services. 
Managers should record any discussion with the employee in confidential supervision 
notes, including any mutually agreed actions. 
 
3. Options for Action 
 
Managers have a duty to maintain a secure environment for all employees. To do this it 
may be necessary to explore, with the employee concerned, the possibility of informing 
colleagues of potential risks. The employee’s consent must be sought with this approach 
and colleagues should be reminded that the information is confidential. 
 
Ensure security measures, including accessibility to the workplace/building. Remind all 
employees not to divulge information about other employees, especially personal details 
such as addresses, telephone numbers or shift patterns. 
 
Where reasonably practicable, particularly where the alleged perpetrator is a colleague, 
consider offering temporary or permanent changes in workplace.  Consider alterations to 
work times, work patterns, home visits, site visits, parking etc so as to ensure the 
employee is less at risk at work, and on their journeys to and from work.  Offering changes 
in specific duties, such as answering phones or working in public areas. 
 
Providing the employee agrees, tell colleagues and how they should respond if the abuser 
rings or calls at the workplace. Provide colleagues with a photograph of the abuser and 
other relevant details The employee’s consent must be sought with this approach, and 
colleagues should be reminded that the information is confidential. 
 
Making sure that the systems for recording employee whereabouts during the day are 
adequate and, if the work requires visits outside the office, considering how risks can be 
minimized (risk assessment)e.g. changing duties or allowing another colleague to 
accompany them on certain journeys.  
 
Employee who have disclosed that they are experiencing domestic abuse, forced marriage 
and honour based violence have the option of considering paid or unpaid time off (see 
Special Leave policy). If an employee requests paid/unpaid time off, this should be 
considered sympathetically and the options should be discussed with the employee. 
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Considering changes to payment arrangements because their partner has access to their 
finances or is applying financial pressure on them and/or considering changing 
contact/correspondence address. 
 
Considering referral to Occupational Health or to Human Resources for referral to the 
confidential counseling service via Harlow Occupational Health Centre.  Human 
Resources will be responsible for making these referrals. 
 
All incidents of violence or threatening behaviour in the workplace, including 
persistent phone calls, e-mails or visits to an employee by the alleged perpetrator 
should be recorded on the Council’s ‘Reporting of an incident form (Staff) (SO2 Form). The 
Council has a statutory duty to maintain a safe place of work, which necessitates the need 
to monitor and record all such incidents. You should also record witnesses to these. 
 
4. Confidentiality 
 
Information about employees experiencing and receiving support for domestic abuse, 
forced marriage and honour based violence should remain confidential as far as it is 
reasonably practicable. Those experiencing domestic abuse, forced marriage and honour 
based violence will be asked whether they agree to their information being recorded for 
monitoring or further reporting purposes.  
 
If an employee gives information that suggests that a child is at risk from abuse (whether 
physical, emotional, sexual or neglect, or as a witness to abuse), the manager should 
inform the employee that they will be making a referral to the Council’s Designated  
Safeguarding Officer: Christine Howard on 01279 446192. 
 
All employees are expected to abide by the Council’s Code of Conduct and Disciplinary 
Procedure and Dignity at Work Policy Failure to abide by these policies could lead to a 
disciplinary investigation under the terms of the Council’s Disciplinary Procedure, which 
could result in disciplinary action including dismissal.  Employees who are charged with 
criminal offences outside work related to domestic violence or abuse may be investigated 
under the terms of the Disciplinary Procedure, and could result in disciplinary action 
including dismissal. 
 
Managers are required to follow all practical steps that might be taken to encourage 
disclosure and/or discussion of abuse.  Please provide information about the policy to all 
employees including notice boards and hard copies which are easily accessible. 
 
All employees can contact Human Resources at any time on 446070 to discuss all 
confidential and sensitive issues. 
. 
The Council recognises that perpetrators of domestic abuse may wish to seek help and 
support voluntarily. They will have access, when appropriate, to help and support in 
accordance with that laid out the Domestic Abuse policy.  
 
Domestic Abuse   
 

The Government definition of domestic violence and abuse is: 
 
'Any incident or pattern of incidents of controlling, coercive or threatening behaviour, 
violence or abuse between those aged 16 or over who are or have been intimate partners  
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or family members1 regardless of gender or sexuality. This can encompass, but is not 
limited to, the following types of abuse: psychological, physical, sexual, financial, emotional 
 
'Controlling behaviour is: a range of acts designed to make a person subordinate and/or 
dependent by isolating them from sources of support, exploiting their resources and 
capacities for personal gain, depriving them of the means needed for independence, 
resistance and escape and regulating their everyday behaviour.  
 
Coercive behaviour is: an act or a pattern of acts of assault, threats, humiliation and 
intimidation or other abuse that is used to harm, punish, or frighten their victim.'  
It is acknowledged that while it is usually women who experience domestic abuse from 
male partners, this policy and guidance applies equally to anyone, in any intimate or family 
relationship, who requires advice or help (Appendix B). 

 
Forced Marriage and “Honour” Based Violence 
 
Managers who support employees seeking help in relations to Forced Marriage and 
“Honour” Based Violence will follow the principles as set out in the Domestic Abuse Policy.  
Employees seeking help and support should always be signposted by Managers to 
practitioners and specialist as listed in Appendix B. 
 
“Honour” Based Violence can be distinguished from domestic abuse and other forms of 
violence as it is committed with some degree of approval and/or collusion from family and/or 
community members, in response to perceived immoral/shameful behaviour, which is 
deemed to have breached the honour code of the family or community.  It may also be 
linked to misconceptions about culture and/or religious belief. 

Risk can escalate very suddenly and it is vital that you have a clear and thought out 
process for maintaining the confidentiality of records and who has access to the 
information, both to protect the client, yourself and other officers of Harlow Council. 

It should always be remembered that in the case of Honour Based Violence and Forced 
Marriage, perpetrators may go to enormous lengths to obtain information about the 
whereabouts of a victim in hiding, up to and including hacking into information held in 
computer databases. In some cases, existing family or professional networks have been 
used, eg.Taxi Drivers and GPs have been asked to divulge information.  

One Chance Rule 
 
All practitioners working with victims of domestic abuse, forced marriage and honour 
based violence need to be aware of the “one chance” rule. That is, they may only have 
one chance to speak to a potential victim and may only have one chance to save a life. 
This means that all practitioners working within statutory agencies need to be aware of 
their responsibilities and obligations when they become aware of potential forced 
marriage cases / ‘‘honour’’ based violence. If the victim is allowed to walk out the door 
without support being offered, that one chance might be wasted. 
 
Managers are encouraged to follow all practical steps that might be taken to encourage 
an employee to seek help and guidance from practitioners and specialists who have the 
relevant experience in giving advice, guidance and support to the individual (Appendix 
B). 
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Please note it is important to have received the relevant training to support the 
Domestic Abuse Policy. If you have not received the training please contact Human 
Resources on 446070 to arrange the training. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Page 13 

 

 

 
Appendix B 

 
Useful Numbers  

 
Action on Elder Abuse 02088 359280  
 
Advocacy After Fatal Domestic Abuse 07768 386922 
 
Asylum Aid (General Enquiries) 02073 549631 
 
Benefits - Harlow 01279 446655 
 
Changing Pathways 01268 729707 
 
Childline 0800 11 11 
 
Chinese Information and Advice Centre 03002 011868 
 
Citizen's Advice Bureau 03444 770808  
 
Civil Legal Advice 03453 454345 
 
Essex County Council Learning and 
Social Care Direct (24 Hours) 03456 061212 
 
Essex Police - Non Emergency Domestic 
Abuse Number 08003 580351 
 
Essex Police Domestic Abuse Central 
Referral Unit 101 Ext 180340  
 
Essex Adult Social Care (Monday - Friday 
0930-1730)    03456 037630 
 
Essex Children’s Social Care (Monday - 
Friday 0930-1730) 03456 037627 
 
Forced Marriage Unit (Monday - Friday 
0900-1700) 02070 080151  
 
Forced Marriage Unit (Out of hours - ask 
for the Global Response Centre) 02070 081500 
 
Galop - LGBT+ anti-violence charity 08009 995428 
  
Gingerbread 08088 020925  
 
JAN Trust 02088 899433 

 
Jewish Women's Aid 08088 010500 
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Men's Advice Line (Monday - Friday 0900-
1700) 08088 010327 
 
National Association for People Abused 
in Childhood (Monday - Thursday 1000-
2100 and Friday 1000-1800) 08088 010331 
 
National Centre for Domestic Violence  08009 702070 
 
National Domestic Violence Helpline 08082 000247 
 
National Stalking Helpline 08088 020300  
 
NSPCC 08088 005000  
 
Rape & Sexual Abuse Support Centres 
(Open every day 1200-1430 and 1900-
2130) 08088 029999  
 
Refuge 08082 000247 
 
Relate 03000 030396 
 
Respect 08088 024040 
  
Rights of Women 02072 516575 
 
Safer Places 03301 025811 
 
Samaritans 08457 909090 
 
Sanctuary - Harlow 01279 446655 
 
Shelter 08088 004444 
 
Synergy Essex 03000 037777 
 
The Mix 08088 084994 
 
Victim Support (England and Wales) 08081 689111 
 
Women’s Aid 08082 000247 

 
Information and Resources 
 
Essex Police 
https://www.essex.police.uk/advice/dome
stic-abuse/ 
 
Forced Marriage Unit 
https://www.gov.uk/forced-
marriage#forced-marriage-unit 

 

https://www.essex.police.uk/advice/domestic-abuse/
https://www.essex.police.uk/advice/domestic-abuse/
https://www.gov.uk/forced-marriage#forced-marriage-unit
https://www.gov.uk/forced-marriage#forced-marriage-unit
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Galop - LGBT+ anti-violence charity 
http://www.galop.org.uk 
  
Harlow Council 
https://www.harlow.gov.uk/domestic-
abuse 
 
National Centre for Domestic Violence 
https://www.ncdv.org.uk 
 
National Stalking Helpline 
https://www.suzylamplugh.org/Pages/Cat
egory/national-stalking-helpline 
 
NSPCC 
https://www.nspcc.org.uk/preventing-
abuse/child-abuse-and-neglect/domestic-
abuse 
 
Safer Places 
https://www.saferplaces.co.uk 
 
Southend Essex and Thurrock Domestic 
Abuse Board https://setdab.org 

http://www.galop.org.uk/
https://www.harlow.gov.uk/domestic-abuse
https://www.harlow.gov.uk/domestic-abuse
https://www.ncdv.org.uk/
https://www.suzylamplugh.org/Pages/Category/national-stalking-helpline
https://www.suzylamplugh.org/Pages/Category/national-stalking-helpline
https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/domestic-abuse
https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/domestic-abuse
https://www.nspcc.org.uk/preventing-abuse/child-abuse-and-neglect/domestic-abuse
https://www.saferplaces.co.uk/
https://setdab.org/


Appendix C 

 
Domestic Violence and Abuse Policy - Guidance for Managers 

 
IN AN EMERGENCY RING 999 FOR THE POLICE 

 
1. Guidance for Managers 
 
Employees who are experiencing domestic abuse, forced marriage and honour based violence 
may not feel able to tell people at work of their situation or approach their manager with problems 
in the first instance. However, you may become aware of the situation as a result of other issues 
such as frequent absence from work, poor performance or an employee's partner frequently 
contacting them at work. In these circumstances, you should consider if domestic abuse may be 
an underlying cause and take this into account when dealing with the situation. 
 
If an employee discloses domestic abuse, violence, forced marriage and honour based violence 
to you, it is important to take a sensitive approach and ensure the employee is offered support. 
Offering appropriate support may mean that the employee is able to deal with the situation more 
effectively. 
 
When dealing with a report of domestic abuse, forced marriage and honour based violence from 
an employee, as a manager you should: 
 

Restrict access to shared information on a need-to-know’ basis 
 

• The Data Protection Act and information security is important, however in certain  

   circumstances, complete confidentiality cannot be guaranteed as staff have a duty to share  
   information with other relevant agencies when there are safeguarding concerns in respect of  
   children or vulnerable adults. In some situations this might include making a referral to the  
   Disclosure and Barring Service (DBS). 
 

Take the employee seriously, taking time to listen to them, believing what they tell you and  
   ensuring a non judgmental approach; 
 

Understand that an employee may wish to involve a third party, such as a colleague, trade  
  union representative, or friend, rather than speak to their line manager; 
 

Be aware that there may be additional issues facing the employee because of their age,   
   gender, sexuality, ethnic background, race or disability that you may need to be aware of 
 

Explore what support is available, explore options, and support the employee in whatever they  
   then decide to do. 
 
If you feel you require additional guidance and support on how to deal with a  case of domestic 
abuse, forced marriage and honour based violence reported to you, please contact the HR  on 
01279  446070. If you think a child, young person or vulnerable adult is suffering  harm, or is at 
risk of harm, you must contact the Council’s Designated  Safeguarding Officer: Christine Howard 
on 01279 446192. 
. 
Always remember to guide employees to the Council’s Domestic Abuse policy which has 
National Helplines and information (Appendices A & B of policy). 
 
 
 



 
 
2. Safety at Work 
 
The main responsibilities of employers and employees for the health and safety of people at work 
are defined by the Health and Safety at Work Act 1974 and the Management of Health and 
Safety at Work Regulations 1999. The Council, as an employer, has a duty to ensure that its 
employees are safe at work, including from violence or abuse from colleagues, visitors or others. 
 
Where there is the potential for domestic abuse, violence, forced marriage and honour based 
violence to occur in the workplace, managers should assess the risk to the employee, and to 
other employees if relevant (confidentiality must be maintained), and put measures in place to 
reduce the risk. The manager should consider the risk of violent partners or ex-partners visiting 
the workplace, abusive phone calls, or intimidation or harassment of an employee by the alleged 
perpetrator. In some cases, the alleged perpetrator may also be an employee of the Council. 
 
Managers should consider some of the following practical options, in consultation with the 
employee, taking into consideration the effects of any of these measures on services. Managers 
should record any discussion with the employee in confidential supervision notes, including any 
mutually agreed actions. 
 
3. Options for Action 
 
Managers have a duty to maintain a secure environment for all employees. To do this it may be 
necessary to explore, with the employee concerned, the possibility of informing colleagues of 
potential risks. The employee’s consent must be sought with this approach and colleagues 
should be reminded that the information is confidential. 
 
Ensure security measures, including accessibility to the workplace/building. Remind all 
employees not to divulge information about other employees, especially personal details such as 
addresses, telephone numbers or shift patterns. 
 
Where reasonably practicable, particularly where the alleged perpetrator is a colleague, consider 
offering temporary or permanent changes in workplace.  Consider alterations to work times, work 
patterns, home visits, site visits,  parking etc so as to ensure the employee is less at risk at work, 
and on their journeys to and from work.  Offering changes in specific duties, such as answering 
phones or working in public areas. 
 
Providing the employee agrees, tell colleagues and how they should respond if the abuser 
rings or calls at the workplace. Provide colleagues  with a photograph of the abuser and other 
relevant details The employee’s consent must be sought with this approach, and colleagues 
should be reminded that the information is confidential. 
 
Making sure that the systems for recording employee whereabouts during the day are adequate 
and, if the work requires visits outside the office, considering how risks can be minimized (risk 
assessment)e.g. changing duties or allowing another colleague to accompany them on certain 
journeys.  
 
Employee who have disclosed that they are experiencing domestic abuse, forced marriage and 
honour based violence have the option of considering paid or unpaid time off (see Special Leave 
policy). If an employee requests paid/unpaid time off, this should be considered sympathetically 
and the options should be discussed with the employee. 
 



Considering changes to payment arrangements because their partner has access to their 
finances or is applying financial pressure on them and/or considering changing 
contact/correspondence address. 
 
Considering referral to Occupational Health or to Human Resources for referral to the 
confidential counseling service via Harlow Occupational Health Centre.  Human Resources 
will be responsible for making these referrals. 
 
All incidents of violence or threatening behaviour in the workplace, including 
persistent phone calls, e-mails or visits to an employee by the alleged perpetrator 
should be recorded on the Council’s ‘Reporting of an incident form (Staff) (SO2 Form). The 
Council has a statutory duty to maintain a safe place of work, which necessitates the need to 
monitor and record all such incidents. You should also record witnesses to these. 
 
 
 
4. Confidentiality 
 
Information about employees experiencing and receiving support for domestic abuse, forced 
marriage and honour based violence should remain confidential as far as it is reasonably 
practicable. Those experiencing domestic abuse, forced marriage and honour based violence will 
be asked whether they agree to their information being recorded for monitoring or further 
reporting purposes.  
 
If an employee gives information that suggests that a child is at risk from abuse (whether 
physical, emotional, sexual or neglect, or as a witness to abuse), the manager should inform the 
employee that they will be making a referral to the Council’s Designated  Safeguarding Officer: 
Christine Howard on 01279 446192. 
 
All employees are expected to abide by the Council’s Code of Conduct and Disciplinary 
Procedure and  Dignity at Work Policy  Failure to abide by these policies could lead to a 
disciplinary investigation under the terms of the Council’s Disciplinary Procedure, which could 
result in disciplinary action including dismissal.  Employees who are charged with criminal 
offences outside work related to domestic violence or abuse may be investigated under the terms 
of the Disciplinary Procedure, and could result in disciplinary action including dismissal. 
 
Managers are required to follow all practical steps that might be taken to encourage 
disclosure and/or discussion of abuse.  Please provide information about the policy to all 
employees including notice boards and hard copies which are easily accessible. 
 
All employees can contact Human Resources at any time on 446070 to discuss all confidential 
and sensitive issues. 
. 
The Council recognises that perpetrators of domestic abuse may wish to seek help and support 
voluntarily. They will have access, when appropriate, to help and support in accordance with that 
laid out the Domestic Abuse policy.  
 
Domestic Abuse   
 

The Government definition of domestic violence and abuse is: 
 
'Any incident or pattern of incidents of controlling, coercive or threatening behaviour, violence or 
abuse between those aged 16 or over who are or have been intimate partners or family members1 
regardless of gender or sexuality. This can encompass, but is not limited to, the following types of 
abuse: psychological, physical, sexual, financial, emotional 



 
'Controlling behaviour is: a range of acts designed to make a person subordinate and/or 
dependent by isolating them from sources of support, exploiting their resources and capacities for 
personal gain, depriving them of the means needed for independence, resistance and escape and 
regulating their everyday behaviour.  
 
Coercive behaviour is: an act or a pattern of acts of assault, threats, humiliation and intimidation or 
other abuse that is used to harm, punish, or frighten their victim.'  
It is acknowledged that while it is usually women who experience domestic abuse from male 
partners, this policy and guidance applies equally to anyone, in any intimate or family relationship, 
who requires advice or help. (Appendix A) 
 

 
Forced Marriage and “Honour”Based Violence 
 
Managers who support employees seeking help in relations to Forced Marriage and 
“Honour”Based Violence will follow the principles as set out in the Domestic Abuse Policy.  
Employees seeking help and support should always be signposted by Managers to practitioners 
and specialist as listed in Appendices A and B. 
 
“Honour ”Based Violence can be distinguished from domestic abuse and other forms of violence 
as it is committed with some degree of approval and/or collusion from family and/or community 
members, in response to perceived immoral/shameful behaviour, which is deemed to have 
breached the honour code of the family or community.  It may also be linked to misconceptions 
about culture and/or religious belief. 

Risk can escalate very suddenly and it is vital that you have a clear and thought out process for 
maintaining the confidentiality of records and who has access to the information, both to protect 
the client, yourself and other officers of Harlow Council. 

It should always be remembered that in the case of Honour Based Violence and Forced 
Marriage, perpetrators may go to enormous lengths to obtain information about the whereabouts 
of a victim in hiding, up to and including hacking into information held in computer databases. In 
some cases, existing family or professional networks have been used, eg.Taxi Drivers and GPs 
have been asked to divulge information.  

One Chance Rule 
 
All practitioners working with victims of domestic abuse, forced marriage and honour based 
violence need to be aware of the “one chance” rule. That is, they may only have one chance to 
speak to a potential victim and may only have one chance to save a life. This means that all 
practitioners working within statutory agencies need to be aware of their responsibilities and 
obligations when they become aware of potential forced marriage cases / ‘‘honour’’ based 
violence. If the victim is allowed to walk out the door without support being offered, that one 
chance might be wasted. 
 
Managers are encourages to follow all practical steps that might be taken to encourage 
employee to seek help and guidance from practitioners and specialists who have the relevant 
experience in giving advice, guidance and support to the individual.  (Appendix B) 

 

Please note it is important to have received the relevant training to support the Domestic 
Abuse Policy.  If you have not received the training please contact Human Resources on 
446070 to arrange the training. 


