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Lone Working 
This policy was agreed by the Trust Board on 19 December 2017 to be 

used as an interim policy by Sandwell Children’s Trust. 

The intention is to review this policy by 1 July 2018 to ensure that it is fit 

for purpose for the Trust. 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

[IL2: PRO 
1 



Sandwell Council – Childrens Services Procedure CSHS 001 Issue 1 
 

Health and safety procedures – Lone working Date May 2016 
 

 

 

1 Introduction 
 

In addition to the risks associated with the work that we do in Childrens Services, 
some work involves risks associated with the fact that workers are working alone or 
in an isolated situation and are the risks associated with: - 

 

 possible violence and aggression towards workers, 

 accidental injury on land and in premises, 
 vehicle accident/break-down, 

 ill-health of the worker 

 security of ICT and mobile equipment and data. 
 

2 Lone working procedure 
 

This procedure outlines Childrens Services approach to controlling lone working risks 
and covers the planning for visits, awareness during visits and reflection and update 
on completion of visits. 

 
It also outlines the actions to take should a worker be thought missing. 

 

2.1 Planning for visits - risk assessment 
 

The worker and their manager/supervisor must consider the following factors before 
undertaking a visit to determine whether lone working is acceptable. 

 
2.1.1 Consider 

 

Information on family members, including extended family and neighbours 
 

Is there a history or knowledge of aggression and violence, criminal activity, use of 
drugs and alcohol, dangerous animals present in the property? 

 

Refer to the Childrens file and discuss also with other agencies with which we work 
eg Police, Probation Service, Health and Education colleagues/information. 

 

Considerations here must also include referrals for people of whom we have no 
knowledge at all. 

 

Nature of and reason for the visit 
 

Consider the reason for the visit, is this an intervention that will raise anxiety (child 
protection/safeguarding), or general family support visit. Will adults (parents, carers 
etc) be present or away, will the child be at home or elsewhere e.g. school 
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Time of visit 
 

Is the visit during normal office working hours or is it after hours, late night/early 
morning working, and/or week end working (see also clause 2.5 Emergency duty 
service). 

 

Environment 
 

Where is the visit to take place or adjacent to, consider, blocks of flats, areas of 
known concern due to criminal activity and/or anti-social behaviour, animals present 
in dwellings. 

 

Journey time 
 

Out of borough visits, journeys longer than 2 hours (long journeys don’t 
automatically mean the visit needs more than one worker but adequate breaks must 
be planned into the journey time if you are the driver). 

 

Equality/human rights 
 

Consider whether race, religion, gender (including sexual orientation, gender 
reassignment), disability and pregnancy are factors that could increase risk to the 
worker. 

 

2.1.2 Visit risk assessment 
 

Taking the above factors into account will determine if lone working can be allowed 
to take place. 

 

Where lone working is not considered appropriate alternative arrangements must be 
put in place, these could include working in two’s or more (note this doesn’t have to 
be two SMBC workers, it could be working with partner organisations) or that 
alternative arrangements for visits should be made such as meeting in Council 
buildings, partner agency premises or at neutral venues for example. 

 
Where the decision is not to allow lone working this must be recorded on the 
relevant file. 

 

2.2 During the visit – awareness 
 

On arrival and during the visit workers must maintain awareness of how the visit is 

going, if at any time workers feel their health and safety is at risk, they must make an 

excuse and leave. 

If leaving is not considered an option the emergency procedure outlined in appendix 

1 must be followed 
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See also appendix 2 for advice on personal safety during visits in the community. 
 

2.3 After the visit – reflection and update 
 

The purpose of this reflection and update is to consider worker health and safety. 
 

Workers (with manager and supervisor if necessary) reflect on the visit and consider 

if any behaviour was presented that increases the risks to the health and safety of 

workers making future visits alone. 

The children’s file should then be updated with any new concerns. 
 

If workers feel they have been threatened or abused (verbally or physically as a  

result of their work) during a visit, workers must complete a Violence and Aggression 

Incident Report Form 012v and submit this to their manager. 

2.4 Communication 
 

Communications are crucial to the management of lone working risks, to ensure a 

prompt response is made should one be required. 

Facilities and systems need to be available to; 
 

 provide the means of knowing the whereabouts of workers, 

 monitor worker whereabouts to get assurance of their health and safety and to 

 keep a record of worker information so that they can be contacted should their 

whereabouts whilst at work be in question. 

Teams must implement the following requirements; 
 

2.4.1 Facility to identify worker whereabouts 
 

Managers must ensure each team has the facility to record the whereabouts of their 
workers who are working alone. 

 

The facility to record worker whereabouts must provide for the recording of the; 

 workers name 

 address(s) being visited 

 anticipated time of return 
 

This can be a communications board, or a paper based diary management system. 
 

Workers must use the facility so that their whereabouts when working alone are 
known by their team. 

 

Workers must sign out on the communications facility by recording who they are 
visiting, the address they are visiting and the anticipated time of return. 
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If a worker plans on making multiple visits details of all visits must be recorded in the 
order that they are planned to be made. 

 

If a worker intends to make visits direct from home the information must be 
recorded on the communications facility on the previous work day. 

 

On return to the office workers must update the communications facility to indicate 
completion of visits. 

 
2.4.2 Monitoring of lone worker health and safety 

 
Whilst on visits workers must ensure they take a mobile phone ensuring that it is 
charged. 

 

For those services that use Community Alarms (see Option 2 below) workers must 
log onto Community Alarms. 

 

Workers must call the office or update community alarms where the; 
 

 Visit is likely to overrun, giving a new expected time of return to the office 
 

 Worker changes plan e.g. changes sequence of planned visits, goes to an 
unplanned visit, goes home or leaves work directly after a visit. 

 

Managers must put a system in place to monitor worker health and safety whilst 
lone working and this can be done in one of two ways as follows; 

 

Option 1 
 

Managers must allocate responsibility within their teams to monitor the 
communications facility and to make calls to workers who don’t return at the due 
time or call in to confirm their health and safety (note the manager can take on this 
role). 

 

Option 2 
 

Teams can if they chose subscribe to the Community Alarms System Managed by 
Adult Services. 

 

This provides a system for workers to log on to record details of their visit using their 
phone and an alert will be raised if they do not log in or out within a defined period 
of time (usually 2 hours). See Appendix 3 for more details. 

 
2.4.3 Worker information 

 

The employee contact sheet (Appendix 4) must be completed and kept up to date so 
that current information is available to enable workers who don’t call in to confirm 
their health and safety to be contacted. 
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2.4.4 Follow up and emergency response 
 

Where workers do not return to the office by the due time or don’t call in to confirm 
their health and safety; 

 

The responsible person is to call the worker where; 
 

 Worker does not return to office within 60 minutes of anticipated arrival time 
(during normal week day working) or within 30mins when working outside 
normal working hours (after 5:30pm [Mon to Thur] 5pm Friday). 

 
 30mins after visit sign off time for EDS workers. 

 

Responsible person to call worker on works mobile phone to make contact 

If no contact is made call; 

Workers personal mobile and landline 

If no response 

Check visit itinerary and make calls to contacts at visits starting with last planned 
visit and work back 

 

If no response 
 

Contact workers nominated point of contact (see employee contact sheet) - (being 
careful not to raise undue concern) 

 

If no response 
 

Consider physical visits to last known address visited – look for workers vehicle 

If no response 

Contact police 
 

2.5 Emergency Duty Service (EDS) 
 

It is recognised that EDS workers don’t always work from an office base and 
therefore don’t have the opportunity to record their visit details. 

 
In these cases the following process is used for EDS workers. 

 

Duty manager takes the initial referral, makes the risk assessment using the factors 
in 2.1.1 above and allocates the case to a worker. 
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EDS worker when undertaking visits logs on to the Community Alarms system. 

On completion of the visit worker logs off the community alarms system. 

If worker does not log off or call to update community alarms. An alert is raised with 
Community Alarms who will try to contact the worker. 

 

If no contact is made Community Alarms will contact duty manager who will try to 
contact worker as clause 2.4.4 above. 

 

In addition EDS workers are required to call the duty manage at the end of their shift 
to confirm their health and safety. 

 

Duty manager will call worker at end of shift if worker does not call. 
 

2.6 Training and awareness 
 

Managers must make workers aware of the lone worker procedure adopted in their 
team. In particular this must cover; 

 Roles and responsibilities 
 The methods of recording worker visits 
 Details of the monitoring system adopted by the team and 
 The key word adopted in the emergency procedures see appendix 1. 
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Appendix 1 - EMERGENCY PROCEDURE - “RED ALERT” 
 
 
This emergency procedure is to be used on occasions where you feel your health and safety 
is at risk and you don’t have the opportunity to leave the premise. 

 

Advise the people you are visiting that you need to contact the office to get/check some 
information. 

 

Contact the office (manager/business support) and state; 
who you are, 
who you are with and 
alert them to the fact that you want the emergency procedures enacting (ie police to 
be called to the address you’re visiting. 

 

This will require the key word or phrase agreed by the team to be used. It is 
suggested that the following is used as it is a neutral term that should not raise any 
questions in the person being visited. 

 

Suggested key word - Ask office contact to “check the SVRF file”. 
 

This represents the “Site Visit Red Flag”, known to the person you are visiting as the 
“Site Visit Referral File” – should they ask. 

 
This will result in the Emergency Procedure being implemented where the Police are called. 

 

Any subsequent action by the employer will follow the advice and instruction given by the 
police. 

 

Upon your return to the office, or as soon as is reasonably practicable, you must complete 
an incident form (012v) and update the computer system to denote that the customer is 
PVP (potentially violent person). A decision whether to update the “Potentially Violent 
Persons” register should also be taken. 

 
Every time the emergency procedure is used, immediately after the incident or on that 
working day in consultation with the Manager or supervisor, an assessment will be made as 
to whether the employee/s can return to their visiting duties or be allocated alternate 
duties on that working day, or for a specific time period as deemed appropriate. 

 
All employees will have access to the Council’s counselling service. It is vital that all 
employees are made aware of this facility. 

 

PLEASE USE THIS PROCEDURE IN EMERGENCY SITUATIONS ONLY AS THE POLICE WILL BE 
CALLED. 



Appendix 2 Personal Safety 
 
 

This is a list of advice and suggestions concerning personal safety (including vehicle 
breakdown) which managers and supervisors can discuss with employees and include as 
appropriate in safe systems. 

 

Personal safety 
 

 keep valuables (jewellery, purse, wallet, laptop, Blackberry, mobile phone) out of sight. 
 consider keeping these in pockets rather than in a handbag. 
 wear a shoulder bag across the chest or a rucksack using both straps. 
 consider using a bum-bag. 
 carry a personal alarm readily to hand. 
 if unlocking a building have the keys ready before arriving at the door.  

Using public transport 

 plan ahead. Before you go out, think about how you are going to get back eg what time 
does the last bus/train leave? 

 obtain timetable and fare information before travelling to prevent you waiting around 
for long periods at bus stops or stations. 

 when waiting for public transport after dark, try to wait in well-lit areas and near 
emergency alarms and CCTV cameras. 

 if you work for a service area that receives unwelcome attention from the public, try to 
hide anything that would make you identifiable as an employee of that service area. 

 

Walking alone 
 

 be aware of who is around. 
 be suspicious. 
 keep an eye on recessed doorways. 
 try not to use narrow roads or alleys. 
 walk along lit routes, don’t take short cuts through darker areas. 
 be aware of parked cars with someone sitting inside. 
 try to stay near groups of people. 
 try to walk against oncoming traffic to avoid kerb crawlers. 
 if something or someone makes you feel uncomfortable, trust your instincts. It may be 

better to move away before a problem arises. 
 

Vehicle safety 
 

 if driving to meetings, try to plan where you will park before you go. 
 park as close to your destination as possible. If you will be returning after dark, consider 

what the area will be like then and try to park near street lights. 
 don’t park in dark, isolated areas. 
 when parking in a car park, consider where the entrances and exits are. Try to avoid 

having to walk across a lonely car park to get to your car. 
 reverse into car parking spaces to allow an easier exit. 
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 have keys ready when approaching your car and get in quickly. 
 lock yourself into the vehicle until driving away. 
 keep equipment out of sight in the boot both when driving and when parked. 
 if someone runs into the back of you, take your keys with you when you get out to have 

a look. 
 

Vehicle breakdown 
 

 park on the hard shoulder or as far off the highway as possible. 
 put on hazard warning lights. 
 call for assistance or go to find a phone. 
 lone females should advise this when calling for assistance. 
 be aware of traffic when leaving the vehicle. 
 use the passenger door to leave/enter the vehicle to avoid moving traffic. 
 lock the car. 
 if possible wear something bright. 
 do not walk on the highway. 
 arrows on motorways indicate the direction of the nearest phone. 
 motorway telephones automatically connect to the police and log the location of the 

telephone. 
 on motorways remain clear of your vehicle until assistance arrives. 
 on motorways lone females are advised to leave the passenger door open whilst waiting 

and should be prepared to lock themselves in if someone other than the emergency or 
vehicle rescue services stops. 

 

Carjacking 
 

Carjacking is stealing a car whilst the owner is present. This can be done using threats or 
violence to secure the car keys from the car’s owner or, in some cases, opportunistically 
taking advantage of the driver having left the keys in the vehicle whilst popping off 
somewhere temporarily or being distracted. 

 
 if you are involved in an accident with another car, which seems suspicious or contrived 

to you, don’t get out. Lock your doors, drive to the nearest police station, and tell them 
what happened. Alternatively sound your horn to attract attention and use a mobile 
phone to contact the police, giving details of your car and vehicles involved. 

 if you think that you are being followed keep driving until you reach a place of safety. 
 do not get out of your car to remove any items that have been placed on your rear 

window. Drive to a place of safety before removing them. 
 do not leave your keys in the car if you go into a shop or garage or if you are defrosting 

your vehicle. In most cases, your insurance will not cover the theft of your vehicle in 
these circumstances. 

 be wary when a stranger attempts to flag you down, especially in isolated areas. 
 whilst driving in urban areas, keep your doors locked and your windows rolled up.  

Mobile phone and other portable devices – safety 

 keep a mobile phone out of sight (including in a vehicle). 
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 don’t leave your mobile phone in an unattended car. 
 don’t use a mobile phone in the street if possible. 
 use the mobile phone lock facility. 
 keep a record of your electronic serial number (ESN).  This can be obtained by keying 

*#06# into your mobile phone. 
 report the theft of your mobile phone as soon as possible to the provider, police and 

your manager. 
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Community Alarms Service - Jontek Lone Worker Monitoring System 

Overview 

The community alarms system provides a year round facility to monitor lone workers 24 

hours a day 7 days a week. 

Services need to decide if they have the resources and capacity to monitor lone workers 

using the local system outlined above and if not need to use the Community Alarms system. 

Contact should be made with Community Alarms to register their workers on the system. 

Workers register their details (see form QPHSA20-6/2 below) with community alarms. 

Once registered, workers are issued with the community alarms phone number and a PIN to 

enable them to access the system. 

Use of the system 
 

When undertaking visits registered workers are required to log on to the system leaving a 

message detailing the destination and length of time of their visit. 

Once logged on workers are monitored by community alarms and if the worker does not log 

off the system or log in to update the system an alert is raised after a pre-set time agreed 

with the service (usually 2 hours). 

Community alarms will try to make contact with the worker and if successful the community 

alarms system would be updated. 

If no contact with the worker can be made Community alarms will contact the relevant 

manager to instigate the local process for tracing workers see Childrens Services Lone 

Working Procedures section 2.4.4. 

Costs 
 

Current costs of this service are £52.42 per person per annum. 
 

Contact details 
 

Tel 6800 
 

community_alarms@sandwellhomes.org.uk 

mailto:community_alarms@sandwellhomes.org.uk
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Childrens Services 
Employee contact sheet 

Name  

Employee contact details 

Works mobile phone  

Employees mobile phone  

Employees land line  

  

Address  

Vehicle details 

Make  

Model  

Registration number  

Colour  

 

Nominated points of contact 
List below the people the employee would want contacting in the event that a check on 
their whereabouts is required 

Name Contact number 
 

 

 

 

 

 

Manager/Supervisor to review this information annually during supervision 
 

Employee to advise of changes to this information when they occur 



 
 

 
 

 
 

JONTEK LONE WORKER MONITORING SYSTEM 
REGISTRATION FORM 

 

QP HSA20-6/2 

Please complete all sections of the form clearly and in block capitals. Office Use: PIN Number_   

 
EMPLOYEES NAME: POST/TITLE: OFFICE BASE: SERVICE AREA: 

MOBILE PHONE NUMBER (to be 
used as the registered contact 
number): 

HOME ADDRESS:  HOME PHONE NUMBER: 

NEXT OF KIN CONTACT NAME 
(Emergency Only): 

NEXT OF KIN ADDRESS:  NEXT OF KIN PHONE 
NUMBER (Emergency Only): 

CAR REGISTRATION NUMBER: CAR MAKE: CAR MODEL: CAR COLOUR: 

MANAGERS NAME: MANAGERS PHONE 
NUMBER: 

OUT OF HOURS MANAGERS 
PHONE NUMBER (if applicable) 

OFFICE BASE: 

 

Employees Signature: Managers Signature: Date: 

Time Period to be set: 

A 2-hour period (recommended) would require the worker to either log into to the system again or log off completely within 2 hours. 
 

Sandwell Community Alarms Service shall comply with the Data Protection Act 1984. The information provided shall will be 
held securely and kept confidential. The information shall only be used in a no contact or emergency and only divulged to 
persons responding to an emergency call. 
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