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The aim of the policy is to reduce the potential risks associated with lone working and where this is not 
possible, the risks will be minimised to the lowest possible level so far as is reasonably practicable. 
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PROCESS 
For quick reference the guide below is a summary of actions required. Additional details, by exception to cover 
any additional notes that supplement the quick reference guide can be found in Section 3 – Process. 
 
  

Identify lone workers within the 
Division/Care Group/Team 

Undertake a Risk Assessment and enter 
on Datix 

(Consider Appendix B for guidance on 
potential risks) 

Develop and implement control 
measures (Consider Appendix B for 

guidance on control measures to put in 
place) 

 

Test control measures and Review 

Report incidents onto the Trusts 
accident/incident reporting system 
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1. INTRODUCTION 
Portsmouth Hospitals University NHS Trust (The Trust) are committed to ensuring the safety of its 
employees who are exposed to risks from lone working activities both within and away from a 
recognised workplace.  As an employer the Trust must manage any health and safety risks before people 
can work alone, this applies to anyone contracted to work, including self-employed people. 
 
The Trust has a statutory duty under the Health and Safety at Work Act 1974 and the Management of 
Health and Safety at Work Regulations 1999 to identify work hazards, assess the risks involved and 
implement suitable and sufficient measures to avoid or control the risks, which includes the risks 
associated with lone working. 
 

2. SCOPE 
All Trust staff (including permanent, locum, secondee, students, agency, bank and voluntary), the 
Ministry of Defense Hospital Unit, Joint Hospitals Group South (Portsmouth) and Retention of 
Employment (ROE) staff must follow the policies agreed by the Trust. Breaches of adherence to Trust 
policy may have potential contractual consequences for the employee. 
 
In the event of an infection outbreak, pandemic or major incident, the Trust recognises that it may not 
be possible to adhere to all aspects of this document. In such circumstances, staff should take advice 
from their manager and all possible action must be taken to maintain ongoing patient and staff safety. 
 
The Trust is committed to promoting a culture founded on the values and behaviours which will bring us 
closer to achieving our vision of working together to drive excellence in care for our patients and 
communities. All staff are expected to uphold the Trust Values of Working Together: For Patients, With 
Compassion, As One Team, Always Improving and all leaders are expected to display and role model the 
behaviours outlined in the Trusts Leadership Behaviours Model 
 
This policy should be read and implemented with the Trust Values and Leadership Behaviours in mind at 
all times 
patient and staff safety. 

3. PROCESS 
Identify lone workers within the Division/Care Group/Team 
Employers have specific duties to protect lone workers.  Like any worker, employees must take care of 
their own health and safety and that of others who may be harmed by their actions at work. Line managers 
should identify any employee who is a lone worker.  Employees should also identify themselves as lone 
workers taking an active role in responsibility for their own safety.  
 
Lone workers are defined as ‘those who work by themselves without close or direct supervision or when 
someone is working out of sight or earshot of another person. For example: 
 

• security staff 

• cleaners 

• office workers (those working alone, first in or last out of the building) 

• at home 

• while driving 

• working in the community 
 

Risk Assessment 
Once a lone worker is identified, a ‘Lone Worker Risk Assessment’ should be undertaken.  The Risk 
Assessment is a five- step process which is: 
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Identification of hazards or risks 
The identification of risk relies on using all available information in relation to lone working to ensure that 
the risk of future incidents can be minimised. This includes learning from operational experience of 
previous incidents and involving feedback from all staff and stakeholders. It is essential that staff report 
identified risks to managers, as well as ‘near misses’, so that a risk assessment can be reviewed, 
appropriate action taken, and control measures put in place. 
 
 
Assess the Risks 
To assess the risks, the following factors should be considered and documented: 
 

• Type of incident risk (e.g., physical assault/theft of property or equipment) 

• Frequency/likelihood of incident occurring and having an impact of individuals, resources, and 
delivery of patient care 

• The level of concern and rated risk 

• Who might be harmed and how 
 
Control the Risks 
Managers are required to implement measures to manage, control and mitigate risks to lone workers. The 
level of control measures should be proportionate to the level of concern highlighted in the risk 
assessment. These measures should be specific, proportionate, and realistic.  Any associated costs should 
be considered regarding resources, purchasing equipment, staffing and training. Controls should remove 
weaknesses or failures that have allowed these incidents to take place (procedural, systematic or 
technological).  
 
Record Findings 
All significant findings must be recorded including: 
 

• The hazards that may cause harm 

• Who might be harmed and how 

• What control measure can be put in place 
 
Review the Controls 
Control measures need to be reviewed regularly to highlight any change in circumstances.   
 
Reporting Incidents 
Employees are required to report all Health & Safety incidents including near misses using the Trust 
Incident Reporting System at the earliest opportunity.  
 
Staff should be supported and encouraged to report any incident of physical, non-physical assault, theft, 
and damage to the Risk Department and Accredited Security Management Specialist (ASMS). 
 
If an incident causes more than seven consecutive days’ absence from work, there is also a legal 
requirement for it to be reported to the Health and Safety Executive under the Reporting of Injuries, 
Diseases and Dangerous Occurrences Regulations (RIDDOR) 2013. Line Managers must contact the Trust 
Health and Safety Advisor at the earliest opportunity if they become aware of the change in RIDDOR status.  

 
4. TRAINING REQUIREMENTS  

Essential Training 
All Staff must complete the Trust’s Core Essential Skills and Training requirements, as identified by the 
Training Needs Analysis.  
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Local/Area Specific Training 
Managers must ensure that all staff that lone work have received guidance and training in the following: 

• Conflict Resolution Training 

• Lone Working Safety 

• Department Lone Working procedures and guidelines 

• Use of any lone worker devices where applicable 
 

Break Away Training is available to Trust employees. 
 

5. REFERENCES AND ASSOCIATED DOCUMENTATION 

• HSE Lone workers – your health and safety: https://www.hse.gov.uk/lone-working/worker/index.htm  

• HSE Lone working: Protect those working alone: https://www.hse.gov.uk/lone-
working/employer/index.htm  

• PHU Security Policy: https://www.porthosp.nhs.uk/about-us/policies-and-
guidelines/policies/Management/Security%20Policy.pdf  

• Management of Safety Learning Events, Including Serious Incidents Requiring Investigation Policy 
https://www.porthosp.nhs.uk/about-us/policies-and-
guidelines/policies/Management/Safety%20Learning%20Events%20Including%20Serious%20Incident
s%20Policy.pdf  
The Health and Safety at work Act 1974: https://www.legislation.gov.uk/ukpga/1974/37/contents 

• The Management of Health and Safety and Work Regulations 1999: 
https://www.legislation.gov.uk/uksi/1999/3242/contents/made 

• RIDDOR – Reporting of Injuries, Diseases and Dangerous Occurrences Regulations 2013: 
https://www.legislation.gov.uk/uksi/2013/1471/contents/made  

• Management of Violence and Aggression Against Staff Policy: https://www.porthosp.nhs.uk/about-
us/policies-and-
guidelines/policies/Health%20and%20Safety/Aggression%20and%20Violence%20from%20Service%2
0Users%20Policy.pdf 

• Home working during Covid-19 Policy: https://www.porthosp.nhs.uk/about-us/policies-and-
guidelines/policies/Management/Homeworking Policy.pdf 

• IT Procurement & Asset Management Policy: https://www.porthosp.nhs.uk/about-us/policies-and-
guidelines/policies/Management/IT Procurement and Asset Management Policy.pdf 

 
6. EQUALITY IMPACT SCREENING  

The Trust is committed to ensuring that, as far as is reasonably practicable, the way we provide services 
to the public and the way we treat our staff reflects their individual needs and does not discriminate 
against individuals or groups on any grounds. 
 
This procedural document has been assessed accordingly.  The assessment document is held centrally 
and is available by contacting the Trust Policy Management Inbox. 
 
 

7. MONITORING COMPLIANCE 
This procedural document will be monitored to ensure it is effective and to provide assurance of 
compliance. 
 

https://www.hse.gov.uk/lone-working/worker/index.htm
https://www.hse.gov.uk/lone-working/employer/index.htm
https://www.hse.gov.uk/lone-working/employer/index.htm
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/Security%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/Security%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/Safety%20Learning%20Events%20Including%20Serious%20Incidents%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/Safety%20Learning%20Events%20Including%20Serious%20Incidents%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/Safety%20Learning%20Events%20Including%20Serious%20Incidents%20Policy.pdf
https://www.legislation.gov.uk/ukpga/1974/37/contents
https://www.legislation.gov.uk/uksi/1999/3242/contents/made
https://www.legislation.gov.uk/uksi/2013/1471/contents/made
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Health%20and%20Safety/Aggression%20and%20Violence%20from%20Service%20Users%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Health%20and%20Safety/Aggression%20and%20Violence%20from%20Service%20Users%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Health%20and%20Safety/Aggression%20and%20Violence%20from%20Service%20Users%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Health%20and%20Safety/Aggression%20and%20Violence%20from%20Service%20Users%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/Homeworking%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/Homeworking%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/IT%20Procurement%20and%20Asset%20Management%20Policy.pdf
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/IT%20Procurement%20and%20Asset%20Management%20Policy.pdf
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Element to be 
monitored 

Lead Tool 
Frequency 
of Report 

Reporting 
arrangements 

Lead 

Lone working risk 
assessments  

ASMS / Health 
and Safety 

Advisor 

DATIX Risk 
assessment, 
Risk Register 

Quarterly Health and Safety 
Committee 

Divisional 
Health and 

Safety Leads 

Lone Working 
Procedures 

ASMS / Health 
and Safety 

Advisor 

DATIX Risk 
assessments, 
Risk Register 

Quarterly Health and Safety 
Committee 

Divisional 
Health and 

Safety Leads  

Incidents relating to 
lone working  

ASMS / Health 
and Safety 

Advisor  

DATIX Bi-
monthly  

Health and Safety 
Committee 

Divisional 
Health and 

Safety Leads / 
Health and 

Safety Advisor  

 
 



LONE WORKING POLICY 
Version 7.2 Review date: 04/07/2025 (unless requirements change)                                                                                         Page 9 of 17 

APPENDIX A: ROLES AND RESPONSIBILITIES 
 

The Chief Executive   
The Chief Executive Officer has a legal duty to ensure the health, safety and welfare of those employees who 
work for the organisation including the protection of lone workers.  

 
Chief People Officer 

• Is responsible for ensuring that appropriate security management provisions are made within the NHS 
Organisation to protect lone working staff as the designated Security Management Director (SMD). 

• Should ensure that measures to protect lone workers complies with all relevant health and safety 
legislation. 

• Has overall responsibility for the protection of lone workers by gaining assurance that policies, 
procedures and systems to protect lone workers are implemented 

 
Accredited Security Management Specialist (ASMS) 

• Works to ensure compliance with the Violence Prevention and Reduction Standard. 

• Provides advice and support to managers regarding Lone Working   

• Reviews Security, Violence and Aggression categories, investigating where applicable 
 
Service/Team Managers 

• Are to identify all staff who are lone workers 

• Complete a Lone Worker Information Sheet 

• Will ensure that this policy and all other relevant policies and procedures are disseminated to staff 

• Must undertake a risk assessment to ensure that lone working risks are identified and that control 
measures are implemented which should be reviewed regularly  

• Should retain copies of all local lone working risk assessments for quality assurance and audit purposes 

• Ensure that staff have received conflict resolution training where appropriate 

• Ensure staff have received relevant training regarding any issued lone working device 

• When an incident has occurred, ensure the employee completes an incident reporting form   

• Where someone has been assaulted, ensure that the individual is de-briefed, undergoes a physical 
assessment, any injuries are documented, and they receive access to appropriate post incident support 
and opportunity to report it to the police 

• Following an incident, the risk assessment is reviewed and immediate adjustments to control measures 
are put in place.  

 
Lone working staff members: 

• Have a responsibility to ensure their own safety and that of their colleagues in line with current health 
and safety legislation 

• Will undertake all relevant training including conflict resolution training and (where applicable) device 
specific training before entering a lone worker situation 

• Adhere to the control measures identified in the risk assessment 

• Carry out relevant checks prior to a visit  

• Continually dynamic risk assesses during a visit 

• Withdraw immediately from any situation which puts you at risk and seek further advice or assistance 

• Must report all incidents including ‘near misses’ to enable appropriate follow up action to be taken 

• All employees should highlight any areas and/or patients that pose a significant risk to staff. 
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APPENDIX B: LONE WORKER GUIDANCE (Potential Risks and Control Measures) 
 

Travelling Alone 

• Maintain a diary that others can access 

• Ensure someone is aware that you are travelling alone 

• Ensure you have access to a mobile phone 

• Personal Details Form should be completed and centrally held (APPENDIX F)  

• Ensure your car is well maintained 

• Check the car has sufficient fuel for the journey 

• When walking to or from your vehicle, keep the keys in your pocket 

• If you have a personal alarm keep it in your hand or easily accessible 

• Keep bags etc. out of sight when driving, especially if the windows are open 

• Lock the doors when you are driving, especially in built up areas 

• Check there is no one in your vehicle or hanging around before you get into it 

• Wherever possible, park your vehicle in an open, well-lit and well used public area at street level 

• Carry bags close to you with the opening inwards.   

• On foot, be aware of public places that you could use as a ‘place of safety’ 

• Look out for street CCTV cameras and try and remain in view of these. 

• Use well-lit paths and pavements 

• Never leave documentation or anything of value on view in your vehicle 

• Reversing your vehicle into parking spaces will enable you to drive straight out to make safe exit 

• Park as close as possible to where you are working 

• Report all accidents, incidents and near misses concerning your vehicle 

• Do not highlight that you are NHS staff by putting a notice in your vehicle 

• Where there is an operational requirement for taxis to be used, lone workers should seek prior 
permission and only use reputable licensed companies. 

• Uniform should be covered up and equipment and other items should be kept to a minimum 

• lone working devices should be checked regularly, properly maintained and kept fully charged 

• Where lone worker devices are issued, staff members are to be fully trained in their use prior to 
deployment 

• Keep mobile phone fully charged and check signal strength before entering a lone working situation  
  

Working Alone in Service Users Home: 

• All lone workers must maintain a centrally held diary or calendar that others can access 

• Diaries should include name, address and telephone number of the person visited, with expected arrival 
and departure times 

• Information about visits must be held centrally in a diary, calendar or visiting form for access in an 
emergency (See APPENDIX D) 

• Lone workers should call their base, manager or buddy after each visit as agreed 

• Do not make unscheduled visits 

• A risk assessment should be completed prior to a first visit to identify any risks, this may include a pre-
visit call before first visit should be considered to gather information about safe parking, access 
arrangements 

• Information about risks or concerns identified must be documented and shared across the team.   

• When there is no-one in the office (out of normal office hours) there must be a ‘buddy’ system or similar 
arrangement in place so that staff can check in at agreed intervals 

• There must be an arrangement for staff to ‘sign-off’ at the end of the working day if they do not intend 
to return to the office 

• All staff should have access to a mobile telephone 
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• The team should consider locations where mobile phones may not receive a signal and alternative 
arrangements for contact should be in place (e.g. Landline or agreed time to call back later) 

• There should be an agreed code for staff if they require police assistance 

• All staff should know the agreed code and what to do if it is used 

• Staff should politely request that service users leave keys in the front door during their visit so that they 
have safe exit should they need it 

• Staff should not enter a property if the person they have arranged to see is not there   

• Carry and use a personal alarm if appropriate 

• Staff should follow, not lead, when they enter someone else’s home 

• Staff should keep their vehicle keys and phone on their person at all times so that they can get to safety 
and/or raise the alarm 

• Staff should request that dogs and other animals are removed to another area for the duration of their 
visit.  If this request is refused and staff have concerns they should leave the premises 

• Consider arranging a pre-arranged call from a colleague if you are delivering a difficult message to a 
service user or member of the public 

• Always have an exit strategy ‘I just need to go and get something from my vehicle’. Leave and call for 
assistance.   

• If there is a record of high-risk including violence, arrangements should be made to treat the 
patient/service user at a neutral location such as a clinic. If this is not possible the lone worker must be 
accompanied by at least one colleague.  

 

Working Alone Onsite: 

• Ensure someone is aware that you are working alone 

• Be aware of exits and ‘blind alleys’ for escape routes 

• Ensure you have access to a telephone 

• Avoid giving out personal information, e.g. “I am here on my own” 

• Ensure doors and windows are locked, close curtains or blinds  

• Carry a bleep and/or mobile phone at all times when moving about the site 

• Activate any keypad, digital or swipe locks to limit access to the work area 

• Keep handbags, wallets, keys and other valuables locked away 

• At the end of the day, conduct a quick security check: Check windows, doors and toilets 

• Don’t invite unknown people into the workplace when working alone 

• If mobile phones are part of the call-for-help system ensure they can be used in areas of work 

• Any alarm systems used as part of the local arrangements for lone workers must be regularly tested 
 
Working Alone with Patients, Relatives and Carers: 
Ensure: 

• Colleagues know that you are alone with a patient, relative or carer 

• The room is arranged to ensure you have an unrestricted exit if necessary 

• Consideration is given to the likelihood of violence and aggression before working alone with a patient, 
relative or carer; and this informs the arrangements made (taking into account you may be delivering 
bad news) 

• Consider working in pairs if the levels of risk are uncertain 

• You have a means of raising the alarm 

• You understand the agreed system for raising the alarm and know what to do when it is used 

• Any alarm systems used as part of the local arrangements for lone workers must be regularly tested 
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Working Alone in Community Setting: 
Ensure: 

• Local arrangements for Lone Worker are agreed and in place 

• Staff have access to a telephone and know how to dial out 

• Staff have been given information about security procedures for the building 

• Staff have information on security alarms, systems and procedures  

• Fire arrangements have been explained and the individual has a clear understanding of what to do in the 
event of a fire 

• Staff are clear on exit options to enable them to leave the building safely 

• There is information available about any substances hazardous to health in the work area 

• Staff have telephone numbers to raise concerns about building issues 

• Staff have contact details for colleagues available 
 
Working at Home 

The Trust has the same responsibility for people working at home alone as for any other employee. This 
guidance applies to employees working at home long term and those who split their time between their 
workplace and home with agreement from their line manager (hybrid working). 

 
Most of the time risks to home workers will be low and action to protect them will be straightforward. Things 
to consider as part of a risk assessment for home workers working alone will include: 

 

• stress and poor mental health 

• using equipment like computers and laptops safely and correctly (including electrical fire risks) 

• the working environment 
 
When working at home staff must ensure they follow Trust policy relating to IT security and the 
Homeworking policy. 
 
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/IT Procurement and 
Asset Management Policy.pdf 
 
https://www.porthosp.nhs.uk/about-us/policies-and-guidelines/policies/Management/Homeworking 
Policy.pdf 
 
The Buddy System 
A buddy is a person who is the lone workers nominated contact for the period in which they will be working 
alone. The nominated buddy will: 
 

• Be fully aware of the movements of the lone worker 

• Have all necessary contact details for the lone worker, including next of kin  

• Have details of the lone worker’s known breaks or rest periods  

• Attempt to contact the lone worker if they do not contact the buddy as agreed  

• Follow the agreed local escalation procedures for alerting their senior manager and/or the police if 
the lone worker cannot be contacted or if they fail to contact their buddy within agreed and 
reasonable timescales.  

• Make contingency arrangements for someone else to take over the role of the buddy in case the 
nominated person becomes unavailable, for example if the lone working relationships extends past 
the buddy’s normal working day or shift. 
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APPENDIX C: ESCALATION PROCESS GUIDANCE 
All services must operate an escalation procedure, outlining who should be notified if a lone worker cannot 
be contacted or if they fail to contact the relevant individual within agreed or reasonable timescales. Any 
individual nominated as an escalation point should be fully aware of their role and responsibilities. 
 
If it is suspected that the lone worker may be at risk, it is important that matters are dealt with quickly, after 
considering all the available facts. If police involvement is needed, they should be given full access to 
information held and personnel who may hold it. 
 
Guidance When an Employee Does Not Call in After a Visit    

Where staff attempt to make contact with a lone worker and there is no response, or, where a lone worker 
fails to return as expected, the following action is to be taken: 
 

• Leave Voice message if possible requesting urgent contact. 

• After 30 – 60 minutes with no response escalate to Head of Department, 

• Head of Department to contact Duty Executive Member. 

• Make decision to call police. 

• Make decision to call home address and enquire after colleague – do not hint at any problems. 
 
To avoid any inappropriate instigation of these emergency procedures it is vitally important that employee’s 
alert their work base/contact if they are running late with their visits or appointments (and their safety is not 
in question). 
 
If the individual is subsequently found not to be missing and implementation of this emergency procedure is 
due to their failure to comply with the working practices agreed by their team, disciplinary action may be 
taken.   
 
Guidance for a Lone Worker to Remove Themselves from a Visit 
Always have an exit strategy. As a Lone Worker when you enter the property, you should make a mental 
note of your access and exit.  Check that it is safe and that you could get out quickly, if required.  If the 
environment is unsafe or you feel threatened or vulnerable you must leave immediately.  Ensure that you 
are in a safe place (i.e. locked car/public place) and contact your line manager for advice. 
 
If you are unable to leave a home immediately and the situation requires a call to the emergency services, do 
this as soon as possible by dialling 999.  If you are unsure how a situation will develop it is better to be 
cautious.  If the situation would be worsened by you contacting emergency services you should contact your 
line manager and state where you are if they can.  If not, you line manager will trace you and contact the 
emergency services for you. 
 
Alternatively a local protocol might be set up whereby you call their line manager or buddy and instigate a 
prearranged, locally agreed, sentence to alert them, for example: 
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SALLY O’SULLIVAN (SOS) PROTOCOL 
 

 
 
It is the lone workers responsibility to work in a safe way to protect themselves and their colleagues as far as 
possible.  The Trust has a responsibility for ensuring safety as far as possible during contracted hours as long 
as the above guidance is followed. 
 
All line managers and ‘on call’ managers or contacts must have a working knowledge of the procedure if there 
is a problem.  They must make staff aware of local procedures and discuss these procedures regularly at staff 
meetings to highlight lone working safety. 
 
All line managers or contacts must have a copy of the Lone Worker Information Sheet (Appendix F) completed 
with the contact information for their staff.  They should also have a passport photo or copy of the ID badge 
photo of the staff member in their personal file to show to the police in case they go missing.  
 

• “Please let SALLY O'SULLIVAN know I will be late 
for my appointment”Lone Worker

• "Are you in trouble?"Buddy

• "Yes"Lone Worker

• "Do you want me to call the Police?"Buddy

• "Yes"Lone Worker

• "Do you want me to call you back?"Buddy

• "Yes"Lone Worker

• Calls the Lone WorkerBuddy

• Looks worriedLone Worker

• "I will come straight away"Lone Worker

• Explain to patient that they have to leave as 
child or grandchild has been injured.Lone Worker
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APPENDIX D: LONE WORKER VISIT FORM 
Visits must be logged in a centrally held diary or calendar or on the attached form which can be left with a 
line manager or buddy as agreed locally with the following information: 

- Patient name  

- Patient address  

- Telephone number  

- Expected start/finish time  

 
Team members must ensure the diary, outlook calendar or form is available to staff within the team.   
 

Lone Worker Details 

Name  

Mobile Number  

Home Address   

Home Telephone No.  

Car Registration, Make, 
Model and Colour 

 

Date of Visits  

 

Patient Visits in Order     

Name Address Telephone 

Number 

Estimated 

Arrival 

Estimated 

Departure 

     

     

     

     

     

     

 

Expected time of finishing visits:  
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APPENDIX E: GUIDANCE FOR THOSE EMPLOYEES WHO ENCOUNTER VIOLENCE, AGGRESSION, WEAPONS OR 
FIREARMS OR DANGEROUS ANIMAL IN THE COMMUNITY  

 
 

• Don’t ask questions, try to observe as much detail as you can. Execute your exit strategy (professional 
excuse) as a priority.  
 

• Once in a safe place (away from the property) call line manager/colleague/buddy to make them aware of 
the incident and to confirm you are in a safe place.  
 

• As soon as practicable, contact the Accredited Security Management Specialist (ASMS).  
 

• Document in full and submit an incident reporting form (Datix).  
 

• Consider putting an alert on any systems that can inform other employees of the hazard in the patient’s 
home. Discuss at team meetings and briefings to ensure colleagues are aware.  
 

• Review any care plan immediately to protect employees from the hazard. Future visits may not be 
appropriate until all the highlighted risks are addressed.  
 

• ASMS to liaise with the Police who will advise on any appropriate response they can take and future 
actions.  
 

• Convene a meeting of the department team leader, the member of staff and the ASMS to discuss any 
appropriate action by the Trust and review any care plan for future treatment.  
 

• In circumstances relating to firearms the patient may need to be informed of the need for compliance 
with legislation and license requirements and told to lock articles away (firearms, ammunition).  
 

• The Lone working protocol should be discussed and future communication with the ASMS prior to any 
subsequent visit may be required.  

 
 

BE SAFE NOT SORRY 
IF IN DOUBT, GET OUT! 

INFORM OTHERS & REPORT IT  
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APPENDIX F: LONE WORKER INFORMATION SHEET 
A Lone Worker Information Sheet should be completed and kept up to date for Lone Workers.   
 

Name Mobile Number Vehicle Colour, 
Make, Model 

Vehicle 
Registration 

Photo Home Phone 
Number 

Emergency 
Contact Name 

Emergency 
Contact Phone 

Joe Bloggs 07777 123456 Black BMW X4 OH22 PHU Yes 02392 111234 Jane Bloggs 07654 987654 

        

        

        

        

        

        

        

        

        

        

        

        

        

        

        

 

 
 
 
 
 


