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Risk TreatmentKey

Intolerable Risk Level
Immediateaction required

TolerableRisk Level

Risks must e reduced so far as is practicable

Broadly Acceptable Risk Level
Monitor and further reduce where practicable.
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( Any additional control measures
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ACTIVITY: Colleagues Working Alone
e.g. working early / late, weekends, during holiday periods, interviewing, home visits, responding to alarm calls etc.

	DATE OF ASSESSMENT

	ESTABLISHMENT:
	SECTION/TEAM:

	WHO MIGHT BE HARMED? 
	HOW MANY ARE AFFECTED?

	HAZARDS

(including inadequate / lack of arrangements)
	EXISTING CONTROL MEASURES
	 ( if in place 

( if not
	IF '(' STATE THE ACTION TO BE TAKEN WITH TIMESCALES OR INDICATE ANY ADDITIONAL CONTROL MEASURES
   IF  ( ENTER SITE SPECIFIC DETAILS
	RISK RATING

High, Medium, Low

	Inadequate 

planning / preparation
	· Are colleagues ‘competent’ (e.g. trained) to carry out the activity?
	
	
	

	
	· Are effective formal procedures in place within the section / team relating to lone working activities?
	
	
	

	
	· Have all colleagues been made aware of the procedures (within induction for new members of staff)?
	
	
	

	
	· Are there arrangements for reviewing lone working procedures, i.e. following an accident / near miss / incident, or on a periodic basis (annually)?
	
	
	

	
	· Are arrangements in place for staff to raise their concerns relating to lone working arrangements e.g. immediate meeting / weekly staff meetings?
	
	
	

	
	· Prior to meeting citizens / service users, have records been checked including the Nottingham City Council’s Violent Incident Database and any issued ‘Violent Incident Alerts’ to see if there has been any history of violence / verbal abuse to Council colleagues? 
	
	
	

	Staff specifically at risk
	· Has consideration been given to staff particularly at risk e.g. new or expectant mothers, individuals who may be medically unfit to work alone, new colleagues etc. and lone working activities avoided for this group of individuals, as far is practicable?

· If lone working activities cannot be avoided for this group of individuals, are adequate monitoring arrangements in place?
	
	
	

	
	· Young workers / work experience must not be allowed to lone work
	
	
	

	Inadequate arrangements for staff working early / late / weekends / holidays
	· Do colleagues work alone early / late / weekends / holidays?
	
	
	

	
	· If so, do lone working procedures cover this situation?
	
	
	

	
	· Do these procedures include security arrangements, i.e. ensuring that external doors / windows secured to prevent unauthorised access into the premises, without compromising emergency exits?
	
	
	

	
	· Has prior consideration been given to use of Nottingham on Call  to monitor lone workers?
	
	
	

	Inadequate means of communication
	· Do colleagues have access to means of communication, i.e. mobile phones, two-way radios?
	
	
	

	
	· Are the contact details for colleagues known and where appropriate identified at a suitable location i.e. mobile phone numbers or contact numbers for locations being visited?
	
	
	

	
	· Are arrangements in place to ensure cover is available at the team / office to receive calls from colleagues on visits?
	
	
	

	
	· If colleagues carry out visits out of normal working hours, i.e. evening meetings, are arrangements in place for reporting in / signing off?
	
	
	

	
	· Is there regular communication between the lone worker and line manager / supervisor?
	
	
	

	Inadequate reporting in / out procedures
	· Are there arrangements for colleagues to record details of their visit, i.e. on a designated notice board / white board / signing in and out log / shared on-line calendar?
	
	
	

	
	· Do details include expected time of return?
	
	
	

	
	· Are there arrangements for colleagues to contact the team / office between visits if carrying out multiple visits?
	
	
	

	
	· Are there procedures in place if colleagues do not report back to the team / office by their expected time of return?
	
	
	

	
	· Are there effective ‘signing in / off’ procedures for colleagues attending site directly from home or returning home directly from site?
	
	
	

	Mode of transport
	· Are colleagues aware of good practice as regards the parking of vehicles, i.e. in well lit, open areas and as near to the entrance to a premises as possible, avoiding cul-de-sacs / potential hiding places, positioning the car in the direction to be driven away etc.?
	
	
	

	
	· When using public transport, are colleagues instructed to plan their route, taking into consideration start / finish times of public transport and location of stops?
	
	
	

	
	· When walking, are colleagues instructed to choose the safest route – which may not always be the shortest route?
	
	
	

	Home Visits
	· Can lone working be avoided, i.e. attending home visits in pairs / conducting interviews in ‘controlled’ locations, i.e. at the place of work rather than making a home visit?
	
	
	

	
	· Are colleagues familiar with the premises being visited?
	
	
	

	
	· Has a preliminary visit been carried out, where necessary, to identify any potential hazards, with at least two colleagues attending?
	
	
	

	
	· Are colleagues advised to only take minimal personal processions on visits?
	
	
	

	
	· Are colleagues instructed to ask for dogs to be kept secure e.g. in another room where necessary?  (RSPCA leaflet ‘meeting an unfamiliar dog’ available on Corporate Safety Advice website)
	
	
	

	Conducting Interviews
	· Can lone working be avoided by conducting interviews in pairs?
	
	
	

	
	· Are systems in place to check for a history of any previous violent behaviour prior to the interview / visit?
	
	
	

	
	· Are there procedures in place for interviewing potentially violent / abusive individuals?
	
	
	

	
	· Are items removed from interview areas that could be used as potential ‘weapons’ or ‘missiles’?
	
	
	

	
	· Is there an effective means of raising the alarm, i.e. panic button, coded telephone call, two-way radios, etc. 
	
	
	

	
	· Are colleagues aware of the procedures for responding to the alarm (?
	
	
	

	Violence / physical attack
	· Have relevant colleagues received training in diffusion / de-escalation techniques?
	
	
	

	
	· Is there an identified programme to ensure colleagues receive refresher training? 
	
	
	

	
	· If personal protective equipment has been identified as a requirement in event of a violent incident, has this been issued to relevant colleagues and colleagues instructed on its use?
	
	
	

	
	· Are personal attack alarms available?
	
	
	

	
	· Are staff familiar with the violent incident reporting procedures?
	
	
	

	
	· Are colleagues informed of the Safety Policy & Arrangements document – ‘Violence to Colleagues’.
	
	
	

	Attending to alarm call outs
	· Can an alarm company be appointed to attend to security alarm call outs during non working hours?
	
	
	

	
	· If colleagues attend to alarm call outs, are arrangements in place to avoid lone working, i.e. ‘buddying’ with a neighbouring Caretaker / Site Manager, two colleagues attending together, meeting an alarm company representative on site, etc.
	
	
	

	
	· If colleagues attend to call outs, are there arrangements in place to inform others when visiting the site, ensuring that an alarm is raised in the event of an accident / incident occurring on site, etc?
	
	
	

	Hazardous activities
	· Have colleagues been instructed to avoid hazardous activities whilst lone working? 
This can include working at height / hazardous manual handling activities / working in confined spaces / handling or transporting large amounts of cash, visiting void premises with unknown condition etc?
	
	
	

	Lack of Information  
	· Is Safety Policy & Arrangements document Working alone safely readily available to colleagues?
	
	
	

	Lack of counselling
	· Are colleagues aware of the City Council’s free, confidential counselling service – PAM Assist.
	
	
	

	Lack of debriefing / feedback
	· Are arrangements in place for debriefing / feedback following incidents / near misses which colleagues are lone working?
	
	
	

	Are there any other foreseeable hazards associated with lone working activities undertaken by the section / team?

Please circle

YES / NO


	List any additional control measures:
· 
	
	
	


	ASSESSOR (please print):
	
	SIGNED:
	
	DATE:
	

	MANAGER (please print):
	
	SIGNED:  
	
	DATE:
	

	DATE ACTION TO BE COMPLETED BY:
	
	DATE COMPLETED:

	

	LINE MANAGER’S COMMENTS / ACTIONS
	IS THERE PROOF THIS ASSESSMENT HAS BEEN COMMUNICATED TO ALL AFFECTED COLLEAGUES
	YES 
	NO

	
	
	
	


Managers Note.  Until this document is signed and dated by the ‘Assessor’ and ‘Manager’, it is not compliant with the policies identified within the Corporate Safety Manual
Risk Assessment
 
This assessment must be completed in line with the requirements identified within the Corporate Safety Manual, Safety Policy & Arrangements – ‘Risk Assessment’
The purpose of carrying out risk assessments is to identify those activities where action needs to be taken to improve existing control measures (or introduce new ones) in order to eliminate accidents at work (or as a result of work being carried out on behalf of the City Council) which result in personal injury or ill health.   Please note that written assessment of significant risks in the workplace are required by law - ref. the Management of Health and Safety at Work Regulations 1999 (Regulation 3).  

There is no need to repeat earlier risk assessments such as manual handling, COSHH, etc., but they should be referred to in this general risk assessment.

Standard Risk Assessment Definitions
· Activity - is identified as the type of work being carried out in the working environment. e.g. using a piece of electrical equipment. 

· Hazard - is the potential to cause harm. e.g. an electric shock from using electrical equipment.

· Control Measures - are the actions taken to prevent harm (e.g. an electric shock) as a result of using electrical equipment - such as regular visual inspections to ensure there is no damage to the cable or the plug, making sure the cable is gripped correctly, making sure the right fuse is fitted, making sure sockets are not overloaded, arranging for an annual check by a ‘competent’ person (i.e. a qualified electrician) etc.  Control Measures include such areas as training supervision, instruction, information, safe systems of work, proper maintenance procedures, as well as physical measures such as guard rails (to prevent falls), barriers (to prevent access to hazardous areas), guarding of machinery, etc.

· Risk - is the likelihood that harm will occur, after the control measures have been carried out.

· Severity (S) - rated as follows:     
- MAJOR
i.e. fatality or specified injury as defined by RIDDOR 2013 (e.g. a fracture).
= HIGH

     
- MODERATE
i.e. ‘over 7 day’ injury - ref. RIDDOR 2013.




= MEDIUM

      - SLIGHT
i.e. injuries where persons may be off work for less than 7 days (or not at all). 
= LOW
· Likelihood (L) - rated as follows  
- LIKELY
i.e. could happen anytime.






= HIGH


- POSSIBLE
i.e. might happen sometimes.






= MEDIUM


- UNLIKELY
i.e. where harm is unlikely to occur.





= LOW
· Risk Rating (RR) - is a means of ‘measuring’ the risk by multiplying the severity by the likelihood e.g. a severity factor  ‘MODERATE’ with a likelihood factor ‘POSSIBLE’ would give a risk rating of 2 x 2 which, of course, gives a ‘score’ of 4. 

· Additional Control Measures – is what further action could be implemented to further mitigate the risk.  If an action is identified, who will do this action and the time frame for implementation will also need to be identified.

· Risk Rating 

HIGH

requires IMMEDIATE action to achieve a reduction in risk.


   
MEDIUM
requires action AS SOON AS POSSIBLE.


 
LOW

may be considered acceptable (although action may be possible to reduce 





   
the risk even further can be considered).

Advice on carrying out risk assessments is available from Corporate Safety Advice
RISK ASSESSMENT TEMPLATE (LONE WORKING)
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