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1. Introduction 
 
In the majority of cases, employees will be able to carry out lone or community working with 
minimal threat to themselves, however, risks do still exist and this guideline aims to protect 
and support all employees in how to minimise or avoid risks when working out of the office. 
  
This guideline focuses on preventative action and gives guidance to employees of the 
service about delivering services outside of the office environment.  
Employees must accept responsibility for managing their own safety and must adhere to 
the requirements of Arco Academy Working Alone policy and this protocol. 
It is the intention of Arco Academy to ensure that employees are kept safe when they are 
carrying out their duties.  
 
When working in an office the environment is regulated and controlled by Health & Safety 
Regulations and we acknowledge that when employees work outside the office they are 
entering into a less controlled environment. Our client group is diverse and sometimes 
vulnerable, and we seek to ensure that their rights are protected as well as our employees 
and associates. This guideline aims to raise awareness amongst staff, outline our 
commitment to trying to minimise risks and to encourage them to take an appropriate level 
of responsibility for their own personal safety.  
 
For people who are self employed or working independently and are carrying out the work 
of Arco Academy, we expect you to work within this guideline. 
 
For SHS employees they must work adhere to the policies within their organisation and 
work within the guidelines of Arco Academy whilst carrying out any duties for Arco 
Academy. 
 

2. Prior to a home visit or external meeting 
 
The following guideline must be followed carefully to avoid unnecessary risk: 
 

• All employees must maintain their Outlook Calendar up to date, identifying the 
location of all appointments, meetings and home visits; 

 

• Employees based in Arco Academy must clearly indicate their planned locations that 
day and return to the office if applicable 

 

• Contractors and independent workers must take their lead from a member of the 
SLT and advise of any changes to specific visits being made.  
 

• Employees must be contactable on their work mobile (or personal mobile if agreed) 
during their work hours; 
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• The administration team will maintain an up to date record of all employees work 
mobiles and emergency contact details (in line with data protection); 

 

• All employees and representatives of Arco Academy must carry their identification 
for all appointments; 

 

• Where appropriate staff will be provided with a personal attack alarm on request  
 

3. Managing risks and undertaking home visits 
 
Where there are concerns regarding parents or family members, consideration should be 
given to: 
 
• Meeting at an office; 
• Undertake a joint visit; 
• Make specific arrangements with a line manager to contact after any visit to confirm 

safe return by an agreed time. This is especially important for out of office hours 
visits were access to contact information is more limited. It may be useful to have a 
simple text symbol to relay to the chosen colleague if the visit has escalated to being 
a risk situation. 

 
In the event of a significant risk from an individual being identified, Arco Academy own risk 
management procedures will be used to develop a risk management plan.   
Employees should never enter a family home uninvited and should not enter in the absence 
of an adult member of the household. 
 
An employee should respect any request made by a parent to leave their home 
immediately. 
 
Where an employee feels uncomfortable, in the community, or within a parents home, they 
should leave the situation and remove themselves from any potential risks immediately and 
the line manager informed.  
 
The risk assessment exercise explores the following:-  

• The lone worker and their line manager should undertake the Risk Assessment 
Questionnaire as a collaborative exercise. 
 

• The line manager should then comment on the questionnaire to formulate and 
identify any risks. 
 

•  You will find that the information from the questionnaire will assist in completing the 
risk assessment.  
 

• Once completed, a copy should be sent to HR and a copy maintained by the line 
manager. 
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The risk assessment should establish the following:- 
 
1. Whether the work can be done safely by a lone person. 
 
2. What arrangements are required to ensure a lone worker is not exposed to greater risk 
than those who work together.  This includes the conditions where lone working is 
permitted, the scope of work permitted and the arrangements necessary to ensure the 
safety of the lone worker. 
 
Risk assessments involve the following steps:- 

1. Identify the hazards. 
2. Identify the people who may be affected. 
3. Identify suitable controls 
4. Record the assessment. 

 

4. Identifying the Hazards 
 
Specific hazards relating to the lone worker can be identified on the form below. These 
hazards may be to do with the workplace, equipment used, work processes, the individual 
worker, risk of violence etc. 
 

5. Control Measures 
 
These reduce the risks attached to the hazards. For each hazard a control measure should 
be put in place to minimise the risk. Examples of control measures for a lone working 
situation are: 

• Specific information, instruction and training (emergency procedures, out-of-office 
procedures, personal safety training. 

• Increased communication systems or procedures (regular pre-arranged contact by 
phone). 

• Increased supervision. 

• Increased security (CCTV, secure access, personal alarms). 

• Use of safe systems of work 

• Where lone worker is involved in interaction with others, arrange meetings on neutral 
territory. 

• Increased lighting at entrances, exits and car parks. 
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6. Risk Assessment Questionnaire  
 
Please tick relevant box. Any box with an asterisk that is ticked must have comments 
added. 
 
The Workplace and Work Risks 
 

Question       Yes   No  Comments  

Does the workplace 
present any special risks to 
a person working alone?* 

     

Is there safe access and 
egress? 
 

     

Can all equipment to be 
used during the lone 
working be safely handled 
and used by a lone 
person? 

     

Can any manual handling 
that may be carried out be 
safely done by a lone 
person? 

     

Can all substances be 
safely handled and used by 
a lone person? 
 

     

Is there a risk of violence? 
 

     

Are women working alone 
at a higher risk? 
 

     

Are there adequate 
arrangements for travel at 
work times? 
 

     

 

Emergency Arrangements 
 
Question     Yes No  Comments 

Are adequate first-aid 
facilities available? 
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Is there a need to train the 
lone worker in first aid? 

     

In an emergency can help 
easily find and reach the 
lone worker? 

     

Does the lone worker know 
what to do in the event of 
fire? 

     

Does the lone worker know 
what to do if faced with a 
violent situation? 

     

 

Communication & Supervision 
 
Question     Yes No  Comments 

Are there arrangements for 
regular telephone contact 
between the lone worker 
and the supervisor/line 
manager? 

     

Will the supervisor/line 
manager periodically visit 
and observe the lone 
worker? 

     

Is a warning device or 
panic alarm appropriate 
and used? 

     

Is there easy access at all 
times to communication 
with the “outside world” 
and emergency services? 
 

     

 

The Lone Worker 
 
Question     Yes No  Comments 

Does the lone worker have 
any medical condition 
making him/her unsuitable 
for lone work? 
 

     

Does the lone worker have 
any medical condition on 
which any foreseeable 
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emergencies may impose 
additional physical and 
mental burdens which are 
unacceptable? 

Is the lone worker 
sufficiently experienced? 

     

Is the lone worker provided 
with adequate information 
about any risks involved 
with the tasks and the 
precautions to be taken? 

     

Is the lone worker provided 
with suitable training to 
allow the premises, 
equipment, any substances 
to be safely used? 
 

     

Is the lone worker provided 
with suitable training to 
allow them to deal with any 
foreseeable emergencies? 

 *    

 

Additional Information: Identify any additional information relevant to the lone working 
activity, including emergency procedures, first aid provision, etc. 
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